Common Time and Labor Exceptions

Exception

Exception ID Exception Description Meaning/Cause Troubleshooting

Severity Level

Is the employee eligible to receive holiday pay? If
yes, verify paid time was reported the scheduled
work day preceding the holiday. For employees on

. . The employee is not eligible to be paid for terminal leave, verify paid leave is available the next
TN000001 Not Eligible for Holiday holiday time or holiday compensatory time. Low scheduled work day following the holiday. If the
exception is true and valid, allow exception. The
exception will be cleared and will not display after
Time Administration runs.

Reported Time with
TN20_Rule

Review carefully. Verify employee performed non-
exempt duties.

TNO00005 Time was reported using the TN20 rule. Medium
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Common Time and Labor Exceptions

Exception
Severity Level

Exception ID Exception Description Meaning/Cause

Troubleshooting

Payable time is
generated.
Payable time is
generated.
Payable time is not
generated.
Employee is at risk
of not being paid.
Action must be
taken and time
must be
resubmitted and
processed through
Time
Administration.

Low Severity Level Exception

Medium Severity Level Exception
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Time and Labor Overview

Understanding Time and Labor
New Definitions

Employee ID - A random identification number assigned to each State of Tennessee employee
that will be the primary employee identifier in Edison.

Exception - A condition that exists regarding reported time when it does not comply with Time
and Labor Rules. All exceptions require review or action.

Time Reporting Code - A code that is assigned to reported hours on the employee's timesheet
identifying the type of time or leave reported (Example: Sick, Regular Hours or Annual).

Time Administration - The core process in Time and Labor that applies all applicable Time and
Labor rules to reported time. The end result of the Time Administration is either payable time that
will be sent to payroll for processing or exceptions that are not passed to payroll.

Reported Time - The time submitted on the employee's timesheet.

Payable Time - The resulting time after Time Administration has successfully applied all
applicable Time and Labor rules to reported time. Payable time is sent to payroll for processing.

Task Profile - Assigned to an employee’s reported time to account for payroll costs associated
with a specific task. The Task Profile charges the identified time to the appropriate financial chart
string.

Task Group - Assigned to an employee to determine Task Profiles available for selection on the
time sheet.

Procedure

This lesson provides an overview of:

1. The Edison Time and Labor roles and responsibilities.
2. The Edison Time and Labor process.

3. The Edison time approval steps for supervisors.
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Edison Time and Labor
Roles

Employee

Time and Labor

Administrator

Timekeeper

Approver

Step Action

1. Click on Employee.
Employee

2. Employees are required to report time on a weekly basis.

The Edison system is designed to allow Employees to enter their time directly into
Edison using Employee Self Service.

Individual Agencies will advise Employees if they are required to enter the timesheet
using Employee Self Service or are only required to complete a paper timesheet.
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Edison Time and Labor
Roles

Employee

Time and Labor Supervisor

Administrator

Timekeeper

Approver

Step Action
3. Click on Supervisor.
4. The Supervisor is responsible for approving Employee time on a weekly basis.

If the Employee enters their time directly into Edison, the Supervisor will approve
the timesheet in Edison using Manager Self Service.

All time must be approved in Edison. Your Agency will identify who will be
authorized to approve employee time.

5. Click on Timekeeper.
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Step | Action

6. Timekeeping groups have been established in Edison for all Agencies.

The Timekeeper will be available as a back-up for Employees using Employee Self
Service to input their timesheet information.

If the Employee is unable to enter their own information, the Timekeeper can enter
the time on the Employee’s behalf.

The Timekeeper will be the primary individual responsible for inputting time for
Employees instructed not to enter time using Edison Employee Self Service. All
time entered on behalf of an employee must be documented and approved using the
State of Tennessee Employee Attendance and Leave Authorization form.

7. Click on Alternate Time Approver.

Alternate Time
Approver |

8. The Alternate Time Approver has access to approve time for all employees in the
timekeeping group that he/she is assigned.

The Alternate Time Approver is able to approve time for employees when the
immediate Supervisor is unavailable or the immediate Supervisor is instructed to
provide approval only on the paper timesheet.
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Edison Time and Labor
Roles

Employee

Time and Labor

Administrator

Timekeeper

Approver

Step Action

9. Click on Time and Labor Administrator.
{Time and Lahur1

Administrator ‘J

10. The Time and Labor Administrator is a divisional or central office role.

The Agency Time and Labor Administrator can view, enter, or approve employee's
time. The scope of TL Administrator's access is based on the Agency's
organizational structure.
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Edison Time and Labor Overview

Payable
Time Time
Administration _—~
Reported
Time
‘\\‘ Exceptions

Step Action

11. | This flow chart is provided to demonstrate the Edison Time and Labor process that
takes place prior to the supervisor’s approval.

Click on Reported Time to begin.

12. | Stepl
Hours are entered into Edison by the Employee or Timekeeper.

These hours are defined as Reported Time.
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Edison Time and Labor Overview

Step 2 Payable
Time Time
Administration __—~
e
Reported
Time
T Exceptions
Step Action
13. | Click on Time Administration.
Time
Administration
14. | Step 2
The Edison system applies the State of Tennessee's Time and Attendance rules to the
Reported Time in a process called Time Administration.
The Time Administration process will run every night.
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Edison Time and Labor Overview

Step 3
Payable
Time Time
Administration __—~
Reported
Time
Exceptions
Step Action
15. | Click on Payable Time.
16. | Step 3

The Time Administration process creates Payable Time for all reported time that
complies with the Time and Attendance rules.

Payable Time is ready for Supervisor approval.
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Edison Time and Labor Overview

Payable
Time Time
Administration _.—~

Reported
Time

Step Action

17. | Click on Exceptions.

18. | Step 4

If the reported time does not comply with the Time and Attendance rules, Exceptions
are created.

Exceptions must be corrected or managed by the Timekeeper or Supervisor.

If Exceptions are not properly managed, the Employee is at risk of not being paid.

4 EUT Mat MSS Aud Handout_5stp Guide.doc Page 9
Date: 07/01/2008




State of Tennessee — Edison Project
e End User Training Guide — Manager Self Service — Auditorium

Edison Time and Labor Overview

Step & Payable
Time Tlme
Administration 7
Reported
Time
Exceptions
Step Action
19. | Click on Time Administration.
Time
Administration
20. | Step5

Once Exceptions have been managed, Time Administration will process and reapply
the State of Tennessee's Time and Attendance rules.

Time Administration will run each night and continue to process time that has been
resubmitted through the Exception management process.
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Edison Time and Labor Overview

Step 6

Payable

Time

Time
Administration _—7

Reported £
—
Time
\ Exceptions
p
Step Action

21. | Click on Payable Time.
22. | Step6

After all Exceptions have been corrected or managed, the Reported Hours become

Payable Time.

Payable Time is used by Payroll to calculate the Employee’s pay.

All Payable Time must be approved.
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Step 5

Edison Approval Process

Approve
Employee
/ Payable
Step 4 i
View
Payable
/’ Time Detail
Step 3
View
Payable
Step 2 / Time Summary
Manage
Step 1 /' Exceptions
View
Employee
Timesheet
Step Action

23. | Five steps are required to approve time in Edison.

Click View Employee Timesheet to begin.

24, | Stepl
The Supervisor views the Employee timesheet to ensure the Employee reported the
appropriate hours, Time Reporting Codes (TRC) and Task Profiles.

The Task Profile charges the identified time to the appropriate financial chart string.

In Step 1, the Supervisor can change the selected Task Profile and resubmit the time
if a correction is required.

Viewing the timesheet also identifies any Exceptions that need attention and are
viewable in the next approval step.

25. | Click Manage Exceptions.
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Step | Action

26. | Step 2
The Supervisor or Timekeeper manages Exceptions and corrects any errors on the
Employee’s timesheet.

The timesheet is then resubmitted and processed again through Edison Time
Administration.

This process continues until all Exceptions have been managed and Payable Time is
created.

Step s

Edison Approval Process

Approve
Employee
Steps / Pa;_table
Time
View
Payable
Step 3 /' Time Detail
View
Payable
Step 2 / Time Summary
Manage
Step 1 /' Exceptions
View
Employee
Timesheet
Step | Action
27. | Click View Payable Time Summary.
28. | Step 3

Time Administration has processed and applied the appropriate Time and Labor
rules to reported time.

The Supervisor or Timekeeper views the Employee’s Payable Time.

The Payable Time Summary provides a summary of all hours that will be sent to
payroll for an Employee.

29. | Click View Payable Time Detail.
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Step Action

30. | Step4
Time Administration has processed and applied the appropriate Time and Labor
rules to reported time.

The Supervisor or Timekeeper views the Employee’s Payable Time.

The Payable Time Detail provides details of all hours that will be sent to payroll for
an Employee.

Step s

Edison Approval Process

Approve
Employee
Stop 4 / Pa;_table
Time
View
Payable
Steps /' Time Detail
View
Payable
Step 2 / Time Summary
Manage
Step 1 / Exceptions
View
Employee
Timesheet
Step Action
31. | Click Approve Employee Payable Time.
32. | Step5

The Supervisor or Alternate Time Approver approves Payable Time in Edison
allowing the time to pass to Payroll for processing.

33. | This completes the Edison Time and Labor Overview.
End of Procedure.
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The 5 Steps for Processing Timesheets - (Weekly Process)

Overview

This section provides an overview of time related activities that a supervisor would complete on a
weekly basis. Edison is designed to have the employee’s immediate supervisor approve the
timesheet. However, Alternate Time Approvers have been identified by your agency to process
overtime requests and reported time if the immediate supervisor is not available.

Key Notes

Edison requires employee time be entered and approved on a weekly basis.

The immediate Supervisor or Alternate Time Approver is the final approval prior to the
employee's time passing to the payroll system for processing.

Multiple individuals have been identified to approve time in the absence of the supervisor. Your
agency Time and Labor Administrator can provide a list of Alternate Time Approvers.

New Definitions

Employee ID - A random identification number assigned to each State of Tennessee employee
will be the primary employee identifier in Edison.

Exceptions - A condition that exists regarding reported time when it does not comply with Time
and Labor Rules. All exceptions require review or action.

Time Reporting Code - A code that is assigned to reported hours on the employee's timesheet
identifying the type of time or leave reported (Example: Sick, Regular Hours or Annual).

Time Administration - The core process in Time and Labor that applies all applicable Time and
Labor rules to reported time. The end result of the Time Administration is either payable time that
will be sent to payroll for processing or exceptions that are not passed to payroll.

Reported Time - The time submitted on the employee's timesheet.

Payable Time - The resulting time after Time Administration has successfully applied all
applicable Time and Labor rules to reported time. Payable time is sent to payroll for processing.

Task Profile - Assigned to an employee’s time to account for payroll costs associated with a
specific task. The Task Profile charges the identified time to the appropriate financial chartstring.

Task Group - Assigned to an employee to determine Task Profiles available for selection on the
time sheet.

Step 1 - View Employee Timesheet
STEP 1 allows managers and supervisors to view their employee's reported time.
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edison

A supervisor can view current or historical Timesheets submitted by an employee. The
Timesheet provides hourly reporting detail and allocation information to Projects or Grants using
a Task Profile.

To ensure the employee reported the appropriate hours, Time Reporting Codes (TRC) and Task
Profiles, the supervisor will need to review the employee’s timesheet. The Task Profile charges
the identified time to the appropriate financial chartfield. If a correction is required, the supervisor
can make changes and resubmit the time.

Viewing the timesheet also identifies any Exceptions that need attention and are viewable in the
next approval step, Supervisor Manages Employee Timesheet Exceptions.

Procedure

In this lesson, you will review the Reported Time and Task Profile information reported by
your employees.

My Links | Select One x| Search

Home |worklist|Sign out

Finance Procurement Logistics

Welcome TL30

[ Employee Sel-Service
[ Manager Self Senice
¥ Enterprise Learning

B Enterprise Components
[ Wy Content

[ Content Management
¥ Investor Portal

[ Internal Controls Enforcer
[ Portal Administration

B wiorklist

[# Application Diagnostics
[® Partal Reporting Tools
[E PeopleToaols

[E HCM Reporting Tonls

[E ELM Reporting Tools

[l EPM Reporting Toals

[F FSCM Reporting Toals
B TN Conversion

— Applicant Services

— ELM (opens new window
— ESCM (opens new window,
— HCM (opens new windouw!
- eSupplier Portal

|~ FacilityMax

- FleelFocus

— DemoSite Home

— Warkspaces

— My Account Sign On

— Change by Password

— My Personalizations

— My Systern Profile

|- Wty Dictionan

= [l Edison News Alerts &) = WMy Reporis =] =
o areles curenty avalzble
wiewy All Articles and Sections

Iy Compensation History = X

ew Paycheck
PReview current and prior paychecks.

==

‘!J:,D Compensation History

YLV Review compensation history for base, variable,
and stock options,

Update Dependent/Beneficiary
Update personal profile of employes dependents
and beneficiarias.

8, Direct Denosit
£.dd or update your direct deposit information.

Benefits Summary BB X

i"’/‘%\ﬂeneflts Summary
Review a summary of current, past or future
bensfit enrallments,

"K";Degendentlﬂeneficiﬂry Info
&1 Review or update dependent and beneficiary
information.

Report Manager

Time & Labor [ER=RES

I?‘ Report Time
L5 Report yaur time and task details for & day,
week, or time period,

)%, Request Absence
)

Request an absence.

E]}%, Request Overtime
P

Request employes overtime requests.

e

I ﬂ] View | eave and Comp Balance

A0F view annual, sick and compensatory leave
balances,

Ijﬂﬂ] Pavable Time Status
W View details of your payable time,
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Step

Action

1.

The T & L tab on your My Page provides shortcut links to Time and Labor actions
available in Edison.

Click the T&L tab.
8L

Click the Report Time link.

oo he Get Empl
& Job and Personal et Employees

\nformation Description Value
® Compensation and Stack Group ID Q
@ Learning and
Development EmpliD s}
[ Team Learning
B performance Empl Red Nor Q
Management l—
B Procurement Lasthame Q
— Review Forecasted Time First Name I—Q
— Travel and Expense Center
[# Enterprise Learning Job Code e}
[ HCmM
# ELM Depariment Q,
# FSCM
[# Enterprise Components Supenvisor 1D Q
[ My Content l—
[# Content Management Positian Number Q

[# Investor Portal

[# Internal Contrals Enforcer
[# Portal Administration

[ worklist

[® Application Diagnostics
[® Portal Reporting Tonls

@ PeapleToals ViewBy: [Week =] pate: [11/18/2007 [ (2 Refresh <= Previous Week
[ HCM Reporting Tools
[ ELM Reporting Tools
[ EPM Reporting Toals
[ TN Conversion
|- Aoplicant Services Hame Job Hours to be ion Approved Submitted Denied Employee
- ELM (0pens new window)
— FSCM {0pens new window, T

- HCM [opens new window) Marme 0.000000 0.000000 0.000000 0.000000 0.000000 1) -
| eSunnlier Porial |

My Links | Select One ~| Search

Finance

Home|Worklist| Sian ouf

Benefits

Procurement Logistics welcome TL20

s Mevswindow | Help | Custornize Page | & 2
- Mass Time
— Absence Reguest "
B view Time Report Time

~ Manauer Search Options :
M Barvica Wonths ang Timesheet Summary

DlextWeek ==

1l
Joh

E

g

Description Hours Approved Hours Hours Hours D

1=
g

[

Step

Action

Click the Collapse button.

The Report Time page offers you the capability to refine your search for employees
by including groups, employee IDs, a certain date range, or many other criteria. You
can also simply return all the employees for whom you have approval authority.

Using the Employee Selection Criteria section, specify filter values to return the list
of employees for whom you want to view information.

You want to review the timesheets for all employees that report to you.

Leave the Employee Selection Criteria blank to return a full list of employees.
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Step Action

7. The View By options default to display by Week.

8. The current workweek is displayed in the Date field.

If you wish to view a prior date, click the Calendar button or type the appropriate
date into the Date field.

9. Click the Get Employees button.

Get Employees

10. | Notice that the system has returned your three employees for whom you have approval
authority.

11. | To begin your timesheet review click the Name link provided for Bentley Bentley.

12. | Displayed is the timesheet submitted for Bentley Bentley for the week of 11/18/2007.

13. | A schedule row appears on each employee's timesheet for you to reference while
reviewing the timesheet.

Note: Employees or timekeepers can revise the scheduled hours for each day, but the
hours must equal the employee's standard hours for each week.

14. | Bentley is regularly scheduled to work Mon - Fri, 7.5 hours per day.
However, Thu, 11/22 and Fri, 11/23 were State Holidays and Bentley did not work.

Important Note Regarding Holiday Time Reporting:

Employees will not record Holiday hours on the timesheet, unless hours are actually
worked on the Holiday. When the Time Administration process runs, the Holiday
hours will be added to the employee's weekly total and will be viewable on the
Payable Time Summary, Payable Time Detail and Approve Payable Time pages.

Review the reported timesheet hours.

15. | All 22.5 reported hours were reported using the Time Reporting Code for Regular
Hours worked on Shift 1 (REGSL1).

16. | Bentley allocated all 22.5 reported hours to the same Task Profile ID
(FASYTSTDEF).

Important Note:

Review of the Task Profiles is one of the primary reasons to View The Employee
Timesheet. It is your responsibility as the supervisor to verify that the Task Profiles
selected by the employee are correct. If the employee did not accurately allocate their
reported hours to the correct Task Profiles, you must correct the information and
resubmit the timesheet.

Your agency will provide you a listing of Task Profiles and define when each should
be selected.
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Step | Action

17. | Note that Exceptions were not generated on Bentley's timesheet.

My Links | Select One ~| Search

Finance

Home|Worklist| Sian ouf

Benefits

Procurement Logistics welcome TL20

Mevswindow | Help | Custornize Page | & 2

Timesheet

Bentley Bentley EmpliD: 00108241

Joh Title: EmplRed Mbr: 0

@ ciicktor instructions

ViewBy: [Week =] pate [i1nez007 % Retresn <= Previous Week et Week ==

Populate Time From: Schedule Information MNext Employee ==
Reported Hours: 22 5 Hours Scheduled Hours: 37 5 Hours

Reported time on or after 11/04/2007 is for a future period.

From Sunday 11/18/2007 to Saturday 11/24/2007
Timeshest

Sun  Mon Tue Wed Thu Fri Sat Unit of
1118 11419 1120 1121 1122 1123 1124 Total Time Reporting Code Measure Taskgroup TaskProfilelD Rule Element 1 Rule Element
0.0 75 75 7.5 |7 5 I? 5 0.0 37.5 AARA - Scheduled Hours FASYTSTDEF FASYTSTOEF
Rl | 22.5 [REGS1 - Shift 1-Reg Hrs Worl 7 FASYTSTDEF  [FASYTSTDEF | <y|
Submit
@ Reported Time Status - click to hide
Date Status Total Time Reporting Code 3219.1 C Exception
11182007 Submitted 7.5 REGS1 7.60 O
TU20Z007  Submitted 7.5 REGS1 7.50 O
1102142007 Submitted 7.5 REGS1 7.50 Q
[i] Beported Hours Sumrmary - click to view
hid Leave Balances/Longevity & Service Credits/Sick Leave Bank hd

Step | Action

18. | To review the timesheet for your next employee, click the Next Employee >> link.

19. | Displayed is the timesheet submitted for Buick Lincoln for the week of 11/18/2007.
20. | Buick is regularly scheduled to work Mon - Fri 7.5 hours per day.

However, Thu, 11/22 and Fri, 11/23 were State Holidays and Buick did not work.

Important Note Regarding Holiday Time Reporting:

Employees will not record Holiday hours on the timesheet, unless hours are actually
worked on the Holiday. When the Time Administration process runs, the Holiday
hours will be added to the employee's weekly total and will be viewable on the
Payable Time Summary, Payable Time Detail and Approve Payable Time pages.

Review the reported timesheet hours.
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Step

Action

21.

When reviewing Buick's reported hours, you notice he has reported hours on Sat,
11/24.

You know Buick is not scheduled to work on Saturday according to the schedule row,
so you wonder if this is a mistake.

Review the Status summary information provided for Sat at the bottom of this page.

© Roported Time Status - olick 0 hids

My Links | Select One: ~| Search

Finance

Horme|Worklist| Sign ou

Benefits

Procurement Logistics welcome TL30

Mew Window | Help | Custornize Pags | 5, |

Timesheet
Buick Lincoln EmpliD: 00122324

Job Title: EmplRecd Nbr: 0

@ Ciick for Instructions

View By, [Week =l pate: 1782007 5 (7 Renesn

== Pravious Weesk MextWeek ==
Populate Time From: Schedule Infarmation

== Previous Employee Mest =

Reported Hours:  30.0 Hours

Scheduled Hours:  37.5 Hours
Reported time on or after 11/04;2007 is for a future period.

Unit of
Measure Taskgroup

Fo [s s fs s

Jrs 37.5 As#A- Scheduled Hours FASYTSTDEF  FASVTSTOEF 7
|t | | s 75[AC-AmnualLeave 7] FASYTSTDEF  [FASYTSTOEF 73 | Q|
I s |l | 7.5 [LWOP - Currentwithout Pay =] FASYTSTDEF  [FASYTSTOEF 3 | a |
[ Fs s [ ] | | 15.0 [REGS1 - Shin 1-Rea Hrs Wor =] FASYTSTDEF  [FASYTSTOEF 5 | a

Submit

Date Status Total Time Reporting Code flfﬂ Comments Exception

11619i2007 Submitted 7.5 REGE1 7.50 02

112002007 Submitted 7.5 REGS1 7.50 O

1142142007 Submitted 7.5 LwaP 7.50 O

PP o P e ¥
4/ v

22.

Click the scrollbar.
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Step

Action

23.

An Exception icon is displayed for the time reported on Sat, 11/24.

An Exception is a condition that exists regarding Reported Time that requires review
or attention. Clicking on the Exception icon, located on the corresponding row, will
take you to the page in which the exceptions are managed specifically for this
employee.

For training purposes, we will review all employee timesheets and then manage
Exceptions for all employees. Supervisor Manages Employee Timesheet
Exceptions is the next step and lesson in the time approval process.

24.

To finish reviewing Buick’s timesheet, verify his Task Profile selection(s).
Buick has allocated all hours to one Task Profile ID (FASYTSTDEF).

Important Note:

Review of the Task Profiles is one of the primary reasons to View The Employee
Timesheet. It is your responsibility as the supervisor to verify that the Task Profiles
selected by the employee are correct. If the employee did not accurately allocate their
reported hours to the correct Task Profiles, you must correct the information and
resubmit the timesheet.

Your agency will provide you a listing of Task Profiles and define when each should
be selected.

Job Title: Empl Red Mbr: 0

My Links | Select One: x| Search

Einance

Home|¥arklist| Sign ouf

Benefits Procurement Logistics welcome TL30

Mew Window | Help | Custormize Page | 5, =

@ ciicktor instructions

view By: [Week =] pater [i1718/2007 5 (2 Retiesh <= Previous Week Mest isek ==
Populate Time From: Schedule Information == Previous Emploves Llext Empl =
Reported Hours: 300 Hours Scheduled Hours: 37 5 Hours

Reported time on or after 11/04/2007 is for a future period.

Timesheet Crverrides

Sun  Mon Tue Wed Thu Fri Sat Unit of
1118 11419 1120 1121 1122 1123 1124 Total Time Reporting Code Measure Taskgroup TaskProfilelD Rule Element 1 Rule Element
0[5 5 s s s oo 37.5 ARAA- Scheduled Hours FASYTSTDEF  FASYTSTDEF 7
|t | | s 75[AC- AnnalLeave 7] FASYTSTDEF  [FASYTSTOEF 3 | a
T s | | |_ 7.5 [LWOP - Cumrentwithout Pay ] FASYTSTDEF  [FASvTSTOEF [ | a
[ Js s [ | | [ 15.0 [REGS1 - Shi1-Red Hrs Worl 7] FASYTSTDEF  [FASYTSTOEF 53 | Q|

Submit

Beported Time Status - click to hide

Status Total Time Reporting Code ﬁ?:gd Comments  Exception
111192007 Submitted 75 REGS1 750 2
111202007 Subrmitted 75 REGS1 75060
1142142007 Submitted 7.5 LWOP 750 O
112412007 Subrrited 75 AL 750 2 &

@ Reported Hours Summary - clickto view

Leave Balances/Lonuevity & Service Credits/Sick Leave Bank ad
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Step | Action

25. | Click the Next Employee >> link.
Mexd Emplovee ==

26. | Displayed is the timesheet submitted by Cadillac Colorado for the week of
11/18/2007.

27. | Cadillac is regularly scheduled to work Mon - Fri 7.5 hours per day.
However, Thu, 11/22 and Fri, 11/23 were State Holidays and Cadillac did not work.

Important Note Regarding Holiday Time Reporting:

Employees will not record Holiday hours on the timesheet, unless hours are actually
worked on the Holiday. When the Time Administration process runs, the Holiday
hours will be added to the employee's weekly total and will be viewable on the
Payable Time Summary, Payable Time Detail and Approve Payable Time pages.

Review the reported timesheet hours.

28. | Cadillac has reported three lines of information. To determine the total hours reported
on a particular date, you add the hours reported under the date listed.

In this example, Cadillac reported 4.5 hours and 3.0 hours on Tue, 11/20 which total
7.5 hours reported for that day.

29. | We need to verify the Time Reporting Codes reported for each day are correct.

All hours are reported with the Time Reporting Code Regular Hours Worked for
Shift 1 (REGS1).
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Step

Action

30.

We also need to review the Task Profile selection for accuracy.

For the week of 11/18 - 11/24, Cadillac has allocated his hours between three Task
Profiles:

12.0 Hours to FA317011111
3.0 Hours to FA317022222
7.5 Hours to FA317033333

In our review, we realize that the FA31701111 Task Profile does not look familiar, so
we are going to find out more details.

Important Note:

Review of the Task Profiles is one of the primary reasons to View The Employee
Timesheet. It is your responsibility as the supervisor to verify that the Task Profiles
selected by the employee are correct. If the employee did not accurately allocate their
reported hours to the correct Task Profiles, you must correct the information and
resubmit the timesheet.

Your agency will provide you a listing of Task Profiles and define when each should
be selected.

My Links | Select One: ~| Search

Finance

Horme|Worklist| Sign ou

Benefits

Procurement Logistics Welcome TL30

Mew Window | Help | Custornize Pags | 5, |

Timesheet
Cadillac Colorado EmpliD: 00130416
Job Title: Empl Red Nbr: 0

@ Ciick for Instructions

ViewBy: [Week =] pate [i118/2007 [ (2 Retiesn == Pravious Week Mext Wigek ==
Populate Time From: Schedule Infarmation == Previous Employee Mest ==

Reported Hours: 225 Hours Scheduled Hours: 37 .5 Hours
Reported time on or after 11/04;2007 is for a future period.

From Sunday 11/18/2007 to Saturday 11/24:2007

{ Timashaot \ Ovaies \

Sun  Mon Tue Wed Thu Fri Sat Unit of
1118 1119 1120 1121 1122 1123 1124 Total Time Reporting Code Measure Taskgroup Task ProfilelD  Rule Element 1 Rule Element
0.0 75 75 7.5 |7 & I? & 0.0 37.5 AfsA- Scheduled Hours FASTSTODO1 FASYTSTDEF &
75 [as | | 12.0 [REGST - Shift 1-Rea Hrs Warl = FasTsTODDT  [Fazt7ottin1 5 | Q|
3.0 I I 3.0 |REGE1 - Shift 1-Red Hrs Wort ¥ FASTSTOOO01 IFA31 7022222 I Q I
7.5 I I 7.5 |REGE1 - Shift 1-Rea Hrs Worl FASTESTOOD1 IFA31 70333330 I Q I
Submit
@ Reported Time Status - click to hide
Date Status Total Time Reporting Code flfﬂ Comments Exception
11192007 Submitted 7.5 REGS1 TSDQ
1142002007 Submitted 45 REGE1 7502
1142142007 Submitted 3.0 REGS2 750@
4] v
4 EUT Mat MSS Aud Handout_5stp Guide.doc Page 23

Date: 07/01/2008

State of Tennessee — Edison Project




State of Tennessee — Edison Project
End User Training Guide — Manager Self Service — Auditorium

dison

Step | Action
31. Click the Task Profile Search button.

32. | Thisisthe Task Profile ID Search page. There are several ways to search for a Task

Profile 1D using any one field or combination of fields located in the Search Fields
box at the top of the page.

Since we know the Task Profile ID from the timesheet, we will enter it into the Task
Profile ID field.

My Links | Select One: ~| Search

Home|worklist|Sign ou

Benefits Guest

Administration

Welcame TL30

Mew Window | Help | Customize Pags | =)

Task Profile ID Search

Taskgroup:  FASTSTOnnt  TaskProfileld | Description |
Location

Source
Funi Department Program CF User Code Project Actity Type Category  Sub Category
I I I I I
C\earSEamhl Search | First | Previous |me 4 To 1 of 1 Mexd Last
QK Cancel

Display Rows 100

Custormize | Find il 8 First (4 o4 D Last
Task Profile ID Description Fund Department Program Eﬂmm" User Code Project Activity ;;L% Category Sub Cateygory
Task Profile ID
Step Action
33. | Click in the Task Profile ID field.
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My Links | Select One: ~| Search

Gol

Home|Worklist|Sign ou
Guest Administration

Welcome TL30
Task Profile ID Search

Mew Window | Help | Customize Pags | =)

Taskgroup:

FaSTSTOon  TaskProfieid || Description |
Location Source
Funi Department Program CF User Code Project Actity Type Category  Sub Category
C\earSEamhl Search | First | Previous |me 4 To 1 of 1 Mexd Last
QK Cancel

Task Prafile ID

Description Eund

Department Program EﬂFEaﬁﬂ" User Code

Project Activity Twme Category Sub Caterory
. ___________________________________________________________________________|

Task Profile ID

Step Action
34.

Enter the desired information into the Task Profile ID field. Enter "FA31701111".
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My Links | Select One: ~| Search

Guest

Home|worklist|Sign ou

Administration welcome TL30

Mew Window | Help | Customize Pags | =)

Task Profile ID Search

Taskgroup: FASTSTOOO1 Task Profile ID Faz1701111| Description |
Location Source
Funi Department Program CF User Code Project Actity Type Category  Sub Category
C\earSEamhl Search | First | Previous | From 1 To 1 of 1 MNext Last
Qe C: | _
—I ancel Display Rows 100
Custormize | Find il 8 First (4 o4 D Last
— Location " o Source
Task Prafile ID Description Eund Department Program CF User Code Project Activity Twne Category Sub Caterory
Task Profile ID

Step Action
35. Click the Search button.

36. | We verify the Task Profile was accurately selected, so we will Cancel out of this
page.

If an incorrect Task Profile was chosen, we would need to search for the appropriate
one, select it, and press OK. At this point, Time Administration would need to run
again before you would be able to continue with the approval process.
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My Links | Select One: ~| Search

Guest

Home|worklist|Sign ou

Administration welcome TL30

Mew Window | Help | Customize Pags | =)

Task Profile ID Search

Taskgroup: FASTSTOOO1 Task Profile ID FAZ1701111 Description |
Location Source
Funi Department Program CF User Code Project Actity Type Category  Sub Category
C\earSEamhl Search | First | Previous | From 1 To 1 of 1 MNext Last
o] T iy Rows [ 100
c i a8 First [ 4 o 1 ] Last
— Location " o Source

Task Prafile ID Description Eund Department Program oF User Cade Project Activity Tpe Category Sub Category
FAZ1701111 Region 1 Admin 11000 3170100004 18000
4 L3

37. Click the Cancel button.

Cancel

38. | Note: No Exceptions were generated on Cadillac’s timesheet.

39. | Inthe next lesson, you will navigate to Manage Exceptions.

You have successfully reviewed the timesheet for your employees.
End of Procedure.

Step 2 - Manages Timesheet Exceptions

STEP 2 provides managers and supervisors an opportunity to view, verify or correct timesheet
errors (exceptions) prior to payroll processing.

Exceptions are generated when reported time needs further review. The hours reported on the
timesheet may simply need to be verified, or the hours may not comply with State of Tennessee's
Attendance and Leave Policies and Procedures.

The Exceptions are assigned a severity level of Low, Medium or High. Low and Medium
severity level Exceptions enable the system to create Payable Time. These Exceptions must be
reviewed to determine if a corrective action is required. However, High severity level exceptions
require an action or correction prior to this time becoming Payable Time and moving to payroll
for processing.
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It is important to continuously review and manage exceptions. An employee could make changes
to the timesheet that would reprocess through Time Administration. Also, different audit and
completion rules are applied during Time Administration as the pay period comes to an end.
Both of these conditions could create exceptions or additional payable time.

If Exceptions are not properly managed, the employee is at risk of not being paid.
Procedure

In this lesson, you will Manage Exceptions for your employees.

My Links | Select One ~| Bearch

Guest Administration

Home|Worklist|Sign out

Welcome TL30O

it
=] [l Edison News Alerts = WMy Reports =
[*] Employee Self-Service Mo articles currently available .
¥ Wanager Self Senice Ho Reports To Display
¥ Enterprise Learning i Al Articles and Sections

I Hem

= 5 T
& Focm My Compensation History BB X

[® Enterprise Components
E My Content

® content Managerment

& |rvestor Portal

B |nternal Contrals Enfarcer

View Paycheck
view current and prior pavchecks. Report Manager

] compensation History

E Partal Administration 402 Review compensation history for base, variable, | QIR ARELI1S BE R
] orklist and steck options, — §

ol [EL, Report Time

o 2%‘;;‘5&?{?3%?:? 5 Report your time and task details for a day,

[ PeopleTools Update Dependent/Beneficiar: week, or time periad,

[ HCM Reporting Tools Update personal profile of employee dependents

Request Absence
Request an absence,

B ELM Reporting Tools and beneficiaries. Q’%
[E EFPM Reporting Tools a
[E FSCM Reporting Tonls . . '
[ TN Conversion # Direct Depasit )

Anslicant Services Add or update your direct deposit information. o
[~ fophicant Senices %RE uest Overtime
~ ESLgMD ENS ”9WWW%W ¥ Request employee overtime requests
- {opens new window)
— HCM (opens new window)

Benefits Summary E B X [ ——
[~ £5upnlier Fortal [Ee . !h!;’-]]] Yiew Leave and Comp Balance
- Eacilityhas E@“"Eflts Summar: A0 view annual, sick and compensatory leave
| Flostrocus Review a surnmary of current, past or future halances,
| Demosite Home benefit enrallments,
— Workspaces — ]
— My Account Sign On 8 L. o | Payable Time Status
- Change My Password i Denendent/Beneficiary Info . 8400 view details of yaur payabls tims.
| s Parsonalzations 8P Rzview or update dependent and beneficiary

— My Systern Profile information.
— Mv Dictionan

Step Action

1. The T & L tab on your My Page provides shortcut links to the Time and Labor
actions available in Edison.

Click the T&L tab.
T&L

2. Click the Manage Exceptions link listed on the Manage Time and Labor pagelet.

[Manage Exceptiong
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The
My Links | Select One: ~| Search

Guest

Horme|Worklist| Sign ou

Benefits Administration welcame TL30

B Approve Time and - Mew Window | Help | Custornize Pags | 5, |
Exceptions
— Reported Time
— Payable Time

Manage Exceptions

— Overtime Requesls

— Absence Requests [~ Get Employees
B Report Time Description Value
B wigw Tire
— Manager Search Options Group ID Q

— Ih Service bonths and

5B EmpliD | —

B Job and Personal
Information Ermpl Red Mor a
B Compensation and Stock Last Name l_ a

® Learning and

Developrment First Name Q

@ Tearn Learning

B Perfarmance Job Cade Q

Management

& Procurement Department Q

— Review Forecasted Time

— Trevel and Expense Cenler Supemisor 1D Q
E Eg:‘m"sg Leaming Pasition Number l—Q
[ ELM
[ FSCM |
[® Enterprise Components Allowing an exception will enable the time to be processed and create pavable time without having to
F My Content resolve the exception. Once an exception has been allowed, it will no longer appear on this page.
[ content Management Time that has an exception with a Low or Medium severity level will still create payahle time
® Investor Portal Exceptions with a source of Time Administration can only be resolved by running the Time
[ Internal Contrals Enfarcer Administration process. Time that has an exception with a High severity level will not create payable
[ Portal Administration | time

1 yyarklist } Filter Options

[# Application Diagnostics
[# Portal Reporting Tools
[# PeopleTonls

Exceptions

E HCM Reporting Tools { Overview '\ Defals |

[# ELM Reporting Tools "

(3 EPM Reporiing Tools Miow  PECERON poscription Date Narme Job Descrigtion Severity

[# FSCM Reporting Taols 7

[F TN Conversion [l 1111417007 s
|- snnlicant Senire =4l | [

Step Action

3. Click the Collapse button.

4. The Manage Exceptions page offers you the capability to refine your search for
employees by including groups, employee IDs, a certain date range, or many other
criteria. You can also simply return all the employees for whom you have approval
authority.

5. Using the Employee Selection Criteria section, specify filter values to return the list
of employees for whom you want to view information.

6. Leave the Employee Selection Criteria blank to return a full list of employees that
report to you.

Click the Get Employees button.

Get Employees

7. The Filter Options allow you to further filter the results displayed on the page. We do
not recommend using this option since you will be responsible for managing all of
your exceptions.

8. Click the scroll bar.
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Step | Action

9. If you remember in our Supervisor Views Employee Timesheet lesson, one
Exception was displayed on Buick Lincoln’s timesheet on 11/24. That Exception is
listed here with a Description.

Notice that three Exceptions are listed on this page for Buick Lincoln. The reason
that the Exceptions did not appear on the timesheet is because time was not reported
for the holidays on 11/22 and 11/23.

10. | Inthis example, only one employee's time generated Exceptions. However, any
Exceptions generated for employees that report to you would be listed on this page
for you to manage.

11. | The Severity level of each Exception is noted.
Exceptions are assigned severity levels of Low, Medium or High.

Low level Exceptions still allow the system to create Payable Time and must be
reviewed to determine if corrective action is needed.

Medium level Exceptions still allow the system to create Payable Time and must be
reviewed to determine if corrective action is needed.

High level Exceptions require a corrective action prior to the time becoming Payable
Time.

12. | Notice that the Allow checkbox is grayed out for High exceptions. This forces a
correction to the timesheet before payable time can be generated.

13. Click the Details tab.

14. | The Exception ID is an identifier used to quickly recognize the exception without
having to obtain more detail.

15. | The Description and the Exception Data give more detail about the reason for the
exception.

16. Click the scroll bar.

17. | Click the Exception Description link to view the long description about the
exception.

[Exception Description]

4 EUT Mat MSS Aud Handout_5stp Guide.doc Page 30
Date: 07/01/2008



State of Tennessee — Edison Project
End User Training Manual — Manager Self Service - Auditorium

My Links | Select One: ~| Search

Home|worklist|Sign ou

Guest Administration Welcame TL20
Mew Window | Help | Customize Pags | =)
Employee reported Mon Duty TRCs on an Offday
0K Cancel
Step Action

18. Click the OK button.

19. | Use the Comments field to enter comments about how or why the exception was
allowed or resolved.
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Th
My Links | Select One: ~| Search

Guest

Home|worklist|Sign ou

Administration welcome TL30

Exception Description Comment

Exception Descrigtion

Exception Descrigtion |

L] o] ]

Exception Description

Kl

Step Action

20. | Click the scroll bar.

21. | Click the Overview tab.

22. | Edison will not be utilizing the Clean Up Exceptions button.

Do not select Clean Up Exceptions when managing exceptions.

23. | Click the Allow All button to select all of the "low" or "medium" exceptions you want
to allow. This selects the Allow check boxes for all the exceptions displayed on the
page. If you click this button again, the system clears the Allow check boxes.

"High" exceptions are not allowable and must be corrected. Please do not use the
Allow All button until after you have verified each Exception.
Important Note:
Some "low" or "medium" exceptions are generated to bring a condition to the attention
of a supervisor while other "low" or "medium" exceptions are listed to identify
possible errors in reporting. You should not Allow an exception until you have
verified and corrected possible errors.
Once you have selected which exceptions you want to allow, click the Save button to
allow the exceptions. The exceptions can now be processed through Time
Administration to create payable time.
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24. | In order to manage an Exception, we need to navigate back to the timesheet to view
the cause of the Exception.

25. Click the T & L tab.
TR

26. | Click the Report Time link on the Timekeepers pagelet.

27. | Click the Collapse button.

28. | Click in the EmplID field.

29. | Enter desired information into the EmplID field. Enter Buick Lincoln's EmplID
"00122324".

30. | Click the Get Employees button.
Get Employvees

31. | Click the Name link displayed for Buick Lincoln.

Buick Lincaln

My Links | Select One: ~| Search

Finance

Home|Worklist| Sign ouf

Benefits Procurement | Logistics Welcome TL30

Mew Window | Help | Custormize Paas | & =

Timesheet
Buick Lincaln EmpliD: 00122324
Job Title, Empl Red Nbr: - 01

@ Ciick for Instnuctinns

view By, |Week =] pater [17182007 (5 (2 Fetiesn == Pravious Week Mext igek ==
Populate Time From: Schedule Information == Previous Emploves Dlest 2

Reported Hours:  20.0 Hours Scheduled Hours: 37 .5 Hours
Reported time on or after 11/04;2007 is for a future period.

From Sunday

Sun  Mon Tue Wed Thu Sat Unit of
1118 1119 1120 11521 11022 123 11/24 Total Time Reporting Code Measure Taskgroup

no [rs [fs [rs s s oo 375 AsmA- Scheduled Hours FASYTETDEF  FASYTSTOEF 5
| | 7.5 7.5 [AL- Annual Leave - FASYTSTDEF  [FASYTSTOEF 51 | a
75 | | 7.5 [LWOP - CumrentWithout Pay = FASYTSTDEF  [FasvTSTOEF 5 | Q|

75 [rs | | 15.0 [REGS1 - Shift 1-Rea Hrs Warl x FASYTSTDEF  [FasvTeTOEF BT | Q|
Submit

@ Reported Time Status - click to hide

Date Status Total Time Reporting Code Hrs C Exception

11192007 Submitted 7.5 REGE1 7.50 O

1142002007 Submitted 7.5 REGE1 7.50 &2

11421§2007 Submitted 7.5 LWOP 7.50 02

i eiaam - man TS e A
4] y[|
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Step

Action

32.

Click the scrollbar.

33.

The Exception icon identifies the items we need to review.

34.

An Exception is listed on Saturday, 11/24. The employee reported Annual Leave
(AL) on a day that he was not scheduled to work.

35.

If you are unsure of the employee's schedule for the week, you can refer to the
scheduled hours row.

36.

For the Exception on 11/24, you would contact the employee or timekeeper to verify
time worked or leave taken.

You determine that Buick was not scheduled to work on 11/24 and it was an error for
Annual Leave (AL) to be reported on that day. Therefore, you will delete the row to

correct the timesheet and clear the Exception.

My Links | Select One: x| Search

Einance

Home|¥arklist| Sign ouf

Procurement Logistics Welcome TL30

Mew Window | Help | Custormize Page | 5, =

Job Title: Empl Red Mbr: 0

O ciick far Instructions

view By: [Week =] Date: [1111872007 [ (2 Retrest 2= Previous Week MestWipek ==

Populate Time From: Schedule Information == Previous Emploves Llext Empl =

Reported Hours: 300 Hours Scheduled Hours: 37 5 Hours
Reported time on or after 11/04/2007 is for a future period.

From Sunday 11/18/2007 to lay 11/24/2007

Timesheet Crverrides

Sun  Mon Tue Wed Thu Fri Sat Unit of

1118 11419 1120 1121 1122 1123 1124 Total Time Reporting Code Measure Taskgroup TaskProfilelD Rule Element 1 Rule Element

0[5 5 s s s oo 37.5 ARAA- Scheduled Hours FASYTSTDEF  FASYTSTDEF [

|t | | s 75[AC- AnnalLeave 7] FASYTSTDEF  [FASYTSTOEF 3 | a
T s | | |_ 7.5 [LWOP - Cumrentwithout Pay ] FASYTSTDEF  [FASvTSTOEF [ | a
[ Js s [ | | [ 15.0 [REGS1 - Shi1-Red Hrs Worl 7] FASYTSTDEF  [FASYTSTOEF 53 | Q|

Submit

@ Reporied Time Status - eliekto hide

Date Status Total Time Reporting Code ﬁ?:gd Comments  Exception
111192007 Submitted 75 REGS1 750 2

111202007 Subrmitted 75 REGS1 75060

1142142007 Submitted 7.5 LWOP 750 O

112412007 Subrrited 75 AL 750 2 &

@ Reported Hours Summary - clickto view

L]

Leave Balances/Lonuevity & Service Credits/Sick Leave Bank ad

Step

Action

37.

Click the scroll bar.
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My Links | Select One: >| Search Gol Home|Worklist|Sign ou

Guest

Administration welcome TL30

Mew Window | Help | Custormize Paas | & =

EmplRed Mbr: 0

ation

ir a future period.

12007

Sat
11/24 Total

0.0 375

7.5 REGS
7.5 REGE1
7.5 LWoP
TAAL

dits/Sick Leave Bank

4

11182007 [ (2 Retrash == Previous Wieek Dlext \Week ==

uled Hours:  37.5 Hours

75 7.5 [AL- Annual Leave - FASYTSTDEF  [FASYTSTDEF 71 [ Q| Q
7.5 [LWOF - Gurrertithout Fay = FASYTSTDEF  [FASYTSTDEF 1 | | Q
16.0 [REGET - Shift 1-Rew Hrs worl = FASYTSTDEF  [FASYTSTOEF K | a | a

al Time Reporting Code

Unit of Reported Time
Time Reporting Code Measure Taskgroup Task Profile ID  Rule Element 1 Rule Element3  Source

ApAA - Scheduled Hours FASYTSTDEF FASYTSTDEF &

Mo m
HE B

Eed Comments Exception
50600
75000
750
7500 & b

Step

Action

38.

Click the Delete a row button.
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My Links | Select One: ~| Search

Guest

Home|worklist|Sign ou

Benefits

Administration

Welcame TL30

Mew Window | Help | Custormize Paas | & =

Timesheet

Buick Lincaln EmpliD: 00122324

Job Title, Empl Red Nbr: - 01

@ Ciick for Instnuctinns

view By, |Week =] pater [17182007 (5 (2 Fetiesn == Pravious Week Mext igek ==

@ Reported Time Status - click ta hide

Populate Time From: Schedule Information
Reported Hours:  20.0 Hours Scheduled Hours: 37 .5 Hours

Reported time on or after 11/04;2007 is for a future period.

From Sunday 11/18/2007 to Saturd:
Timesheet _Ovemdes

Sun  Mon Tue Wed Thu Sat Unit of
1118 1119 1120 11521 1122 11523 1124 Total Time Reporting Code Measure Taskgroup TaskProfilelD Rule Element 1 Rule Element
0.0 7.5 LR L] |7.5 |7.5 0.0 37.5 AMAMA- Scheduled Hours FASYTSTDEF FASYTSTOEF &

7.5 | | 7.5 [LWOP - Current Without Pay | = FASYTSTDEF  [FASYTSTOEF 51 | a

75 [rs | | 15.0 [REGS1 - Shift 1-Ren Hrs Worl ¥ FASYTSTDEF  [FasvTSTOEF 5 | Q|
Submit

Date Status Total Time Reporting Code ﬁrcsﬂ Comments  Exception
11/19i2007 Submitied 7.5 REGS1 75060
111202007 Submitied 7.5 REGS1 150
11421i2007 Submitied 7.5 LWOP 7.50 (2
1102412007 Submitied 75 AL a0 €
4] y[|

39.

Click the Submit button.

40.

k the OK button.

41.

The employee reported Current Leave Without Pay (LWOP) the day before a

Buick ineligible for holiday pay.

This is the reason the Low severity level Exception generated. Since you have

exception.

42.

We need to navigate back to the Manage Exceptions page.

43.

Click the T&L tab.
T8l |

44,

Click the Manage Exceptions link.
Manage Exceptions
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verified the employee was not eligible for holiday pay, you can go back and Allow the




State of Tennessee — Edison Project
End User Training Manual — Manager Self Service - Auditorium

My Links | Select One: >| Search Gol Home|Worklist|Sign ou

Payroll Benefits

4

Guest Welcame TL30

= Approve Time and
Excentions

— Beported Time
— Bavable Time Manage Exceptions

- Mew Window | Help | Custormize Paas | & =

— Overtime Requesls
— Absence Reguests = Get Employess
[ Report Time

] view Time Description Value

— Manager Search Options Group ID Q

— Th Service Wonths and

& Job and Personal
Infarriation Empl Red Nor Q

@ Compensation and Stock —

® Learning and LastName Q
Development First Mame Q

[# Team Learning

# Perfarmance Job Cade &

Management

B Procurement Department Q
— Review Forecasted Time
— Travel and Expense Cenler SupenisariD Q
% Eg:lrpnse Leaming Position Mumber I—Q
[ ELM
[ FSCM |
[ Enterprise Components Allowing an exception will enable the time to be processed and create payable time without having to
[ My Content resolve the exception. Once an exception has been allowed, it will no longer appear on this page
[ Caontent Management Time that has an exception with a Low or Medium severity Ievel will still create payable time
[ Investar Portal Exceptions with a source of Time Administration can only be resolved by running the Time
[# Internal Contrals Enforcer Administration process. Time that has an exception with a High severity level will not create payahle
[# Portal Administration | time
[ worklist

[# Application Diagnostics

¥ Filter Options
[# Portal Reporting Tonls

Except
= PeopleTools EREID

[# HCM Reporting Tools { Overview Y Details |

= ELM Reporting Tools

@ EPM Reparting Tools Allow ﬁ;&mi—"" Description Date Name Job Descri Severi

[ FSCM Reporting Toals o

[F TN Conversion r 1114007 hd
- snniicant Gerice >4l | [

Step Action

45. | Click the Collapse button.
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an ouf

My Links | Select One: ~| Search

Guest

Home|Worklis

Benefits Administration

Welcame TL30

Mew Window | Help | Custormize Paas | & =

Manage Exceptions

= GetEmployees

Description Value

Group D I—Q
EmpliD a
Ermpl Red MNbr &
LastMame I—Q
First Name |a
Job Code a
Department I—Q
Supenisor 1D I—Q
Fosition Number |a

Allowing an exception will enable the time to be processed and create payable time without having to
resolve the exception. Once an exceplion has been allowed, it will no longer appear on this page.
Time that has an exception with a Low or Medium severity level will still create payahle time
Exceptions with a source of Time Administration can only be resalved by running the Time
Administration process. Time that has an exception with a High severity level will not create payahle
time

¥ Filter Options

First [ 1 or 1 [ Last

[ Overview Y Detals _\ [=F

Allow F;ﬁm Description Date Name Joh Description Severity

r 111 4iz007

Step Action

46. | Click the Get Employees button.

Get Employees

47, Click the scroll bar.

48. The High level exception was corrected when we resubmitted Buick’s timesheet, and
it will be listed on the Manage Exceptions page until after Time Administration
processes the resubmitted timesheet.
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My Links | Select One: >| Search Gol Home|Worklist|Sign ou

Guest Welcame TL30

Supenvisor 1D Q =
Position Number Q

Allowing an exception will enable the time to be processed and create payable time without having to
resolve the exception. Once an exception has been allowed, itwill no langer appear on this page.
Time that has an exception with a Low or Medium severity level will still create payable time.
Exceptions with a source of Time Administration can only be resolved by running the Tirme
Administration process. Time that has an exception with a High severity level will not create payable
time.

¥ Filter Options

Exceptions

{ overview Y Defals

Allow F;jm Description Date Name Job Description Severi
r THOOD0O3 Mon Duty Hours Reparted  11/24/2007  Buick Lincaln High
r THOO0001 Mot eligible for Haoliday 11/23/2007  Buick Lincoln Low
r THOO0001 Mot eligible for Holiday 1112252007 Buick Lincaln Lowy
Click this button to resolve non-setup related exceptions once reported time has been
corrected using the Timesheet page. This buttan wil only resolve exceptions with a Clean Up BExceptions

=ource of Time Yalidation-Elapsed or Punch

Allows All
Save

GoTo:  Manager Self Service
Time Management

Step Action

49. | Click the Allow checkbox next to the Low level Exception on 11/23.
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Home|Worklist|Sign ou

Welcame TL30

Supenvisor 1D Q =
Position Number Q

Allowing an exception will enable the time to be processed and create payable time without having to
resolve the exception. Once an exception has been allowed, itwill no langer appear on this page.
Time that has an exception with a Low or Medium severity level will still create payable time.
Exceptions with a source of Time Administration can only be resolved by running the Tirme
Administration process. Time that has an exception with a High severity level will not create payable
time.

¥ Filter Options

{ overview Y Defals

Allow F;jm Description Date Name Job Description Severi
r THOOD0O3 Mon Duty Hours Reparted  11/24/2007  Buick Lincaln High
V THOO0001 Mot eligible for Haoliday 11/23/2007  Buick Lincoln Low
r THOO0001 Mot eligible for Holiday 1112252007 Buick Lincaln Lowy
Click this button to resolve non-setup related exceptions once reported time has been
corrected using the Timesheet page. This buttan wil only resolve exceptions with a Clean Up BExceptions

=ource of Time Yalidation-Elapsed or Punch

Allows All
Save

GoTo:  Manager Self Service

Time Management

Step Action
50. | Click the Allow checkbox next to the Low level Exception on 11/22.
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My Links | Select One: >| Search Gol Home|Worklist|Sign ou

Guest

Administration welcome TL30

Supenvisor 1D Q =
Position Number Q

Allowing an exception will enable the time to be processed and create payable time without having to
resolve the exception. Once an exception has been allowed, itwill no langer appear on this page.
Time that has an exception with a Low or Medium severity level will still create payable time.
Exceptions with a source of Time Administration can only be resolved by running the Tirme
Administration process. Time that has an exception with a High severity level will not create payable
time.

¥ Filter Options

Exceptions

[ overview Y Detals  \ [=H

Allow F;jm Description Date Name Job Description Severity
r THOOD0O3 Mon Duty Hours Reparted  11/24/2007  Buick Lincaln High
V THOO0001 Mot eligible for Haoliday 11/23/2007  Buick Lincoln Low
~ THOO0001 Mot eligible for Holiday 1112252007 Buick Lincaln Lowy
Click this button to resolve non-setup related exceptions once reported time has been
corrected using the Timesheet page. This buttan wil only resolve exceptions with a Clean Up BExceptions

=ource of Time Yalidation-Elapsed or Punch

Allows All
Save

GoTo:  Manager Self Service

Time Management

Step Action

51. Click the Save button.

Save

52. k the OK button.

53. | Once Exceptions have been managed, Time Administration will process and reapply
the State of Tennessee's Time and Attendance rules.

Time Administration will run each night and continue to process time that has been
resubmitted through the Exception management process.

We will now review the employee Exceptions again to determine if our corrections
eliminated the Exceptions for Buick.

The day after you have resubmitted time to correct Exceptions you must review the
Manage Exceptions page to ensure all Exceptions were eliminated.

54. | Click the Get Employees button.

Get Employees

55. Click the scroll bar.

56. | Time Administration processed and no exceptions were identified for our employees.

57. | You have successfully managed exceptions for Buick Lincoln.
End of Procedure.
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<jedison

Step 3 - View Employee Payable Time (Summary)

STEP 3 provides managers and supervisors with an easy way to view an employee's weekly
timesheet prior to payroll processing.

The Payable Time Summary pages displays one week's payable time by date, then by Time
Reporting Code (TRC). The Payable Time Summary page provides a snapshot view of an
employee's payable time.

Procedure

In this lesson, we will view the Payable Time Summary for your employees. This is time that
has been reported by your employee(s) and has been processes through Time Administration.

My Links | Select One ~| Bearch

Home|Worklist|Sign out

Guest Administration

Welcome TL30O

it
=] [l Edison News Alerts = WMy Reports =
Mo articles currently available "
¥ Wanager Self Senice “ﬂ Reports To Display
E HCm wiewy Al Articles and Sections

[ ELM
[ Enterprise Learning ati i Bl
51 1y Content My Compensation History BB X

[® content Management
[ Investor Portal
E Internal Contrals Enforcer
[ Partal Administration -
E wiorklist Jﬂ,-jﬁkﬂw
[ Application Diagnostics YU1F Review compensation history for base, variable,
[ Reporting Tools and steck options, E‘ ——

=z, Beport Time
e o Tools {2 Report your time and task details for a day,

View Paycheck
i Review current and prior paychecks. Report Manager

& ELM Reporting Tools Update Dependent/Beneficiary ek, Gl S e
u Update personal profile of employee dependents

Applicant Services ] bEnes
- Enterprize Learming PT8.4x snd beneficisnes. Q% Request Overtime
:W P Request employee overtime requests.

Eazliniig %, Direct Deposit
|- FleetFacus R
oot Add or update your direct deposit information. —

Demasite Home: "‘_\:$i| Leave Balances/Service Credit
—L\fo;ksgac?ss N 40TF Leave Balances/Longevity & Service credit/Sick
— My Account Sign On Leave Bank Information
_ Ciiarie My Easeword Elﬁts Summary [

— M Personalizations %Benefits Summary
| v Systern Profile oo @ SummEITy 6lF GV, Posk: @ (rinr —]payable Time Summar

B
[ e e U‘;]j Wi & summery; o senr payakih fme,

";%Denendentmeneficiar! Info f
& b o o upiE Ao cd ooy
infarmation.
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Step | Action

1. The T & L tab on your My Page provides shortcut links to the Time and Labor
actions available in the Edison system.

Click the T&L tab.

E]

My Links | Select One ~| Bearch

Guest Administration

Home|Worklist|Sign out

Welcome TL30O

it
=] ll Company News = X @ Manage Time and Labor = ®
[#] Self Service Mo articles currently available i
-
¥ Wanager Self Service ﬂnnrnve Tlmhpi .
E HCM iewy &1l Articles and Sections pprove payable time.

[ ELM
E ;m;rpr:aet\;eammg Timekeepers £ = Assign Work Schedule
I Lonten _ ) Assign an employee's permanent work scheduls,
[® content Management Regnrt Time
[ Investor Portal Enter reported time and task details for a day,
[ Internal Controls Enforcer week, or time period, - N
Overtime Requests
g SVODTi"i;\tdm‘ms"a”D" Approve employee overtime requests.
(2] i = Overtime Requests
= gpp”camm Dragnestcs Enter employes overtime requests
eparting Tools = 4 ' Manage Exceptions
£ PeopleTools = Manage exceptions for & group of time
E HCM Reparting Tools T reporters.
ELM Reporting Tools
e S e e Pt avoup of tims
Applicant Services
reporters, . q
- Enterprise Learning PT8 4x = Payable Time Detail
I— Human Resources PT8.4x View details of an employee's payable time.
|~ Facilityviax
|- FleetFacus

— DermoSite Home

- Watkspaces

— v Account Sign On
— Chandge by Passwiord
- Wiy Personalizations
— Iy Systern Profile

Step Action

2. Click the Manager Self Service link.
El ManagerSeIfSer\rice|
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[ Self Service
=

[ Time Management
B Jok and Personal
Information
[ Compengation and Stock
[ Learning and
Cevelopment
[ Team Learning
B Perfarmance
Managerment
[ HCm
[ ELM
[# Enterprize Learning
[ My Content
[# content Management
F Investar Portal
[# Internal Contrals Enforcer
[ Portal Administration
3 worklist
[# Application Diagnostics
¥ Reporting Tools
[# PeopleTools
[# HCM Reporting Tools
[# ELM Reporting Tools
- Applicant Services
- Enterprise Leaming PT8.4x
- Hurnan Resources PTE.4x
I— FacilityhlAx
- FleetFocus
- DermoSite Home
- Waorkspaces
- My Account Sign On
- Chanoe My Password
- My Personalizations
— My System Profile

r Self Service

State of Tennessee — Edison Project
End User Training Guide — Manager Self Service — Auditorium

Go! Home | waorklist|Sign oul

Welcome TL30

Edit "Manager Self Service” Folder

Self Servics transactions include: brovsing and searching the catalog, enraling smploysss, cresting supplamental [sarming and reviswing an employes's learming

transcript

 Time Management
WManage schedules, view and approve
reported and payable fime, sbsence and
overtime requests, sxceptions, and mare
Manace Schedules
Approve Time and Excentions
Report Time
2 More...

Learning and Development
Add and review information refated to learming
and development for employees.

Training Summary.

Reguest Training Enrolinent
Approve Training Request
4 More:.

Job and Personal Information
Manage jok and personal informetion for your
employees
= Wiew Emplovee Personal Info
= Recuest Reporting Chandge
= Approve Reporting Change
21 More

Team Learning

“igws and maintain team learning records and
ohjectives, and browse and search the
learning catalog.

= Team Members

= Search Catalog

Browse Cataloy

4 More.,

‘Compensation and Stock
Manage salaries for your workfarce, either by
individual or by group. Review the
compensation history and total compansation
picture for your direct reports, as well as
review their stock option history and vesting
status of shares.
[ElRequest Ad Hoc Salary Change
=l Approve 4d Hoc Salary Change
[Elyiew &d Hoc Salary Chy Status

ELLE

Performance Management

Plan, evaluste and manage performance and
development for wour warkforce.
Performance Documents

Dewelopment Documents:

Approve Documents

2 More.

Action

Click the Time Management link.

iew Time

Click the View Time link.

Click the Payable Time Summary link.

Eghle Time Summa@
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My Links | Select One | Search Home | waorklist|Sign oul
Benefits Administration welecome TL30
= iew Time = New window | Help | Customize Page | 5 2|
= Monthly Time Galendar)
— Weekly Time Calendar.
— Daily Time Calendar Payable Time Summary
—Time and Labor
Select Employee
— Payable Time Detail = Get Employees
—F Time ] it Value
Summary l—
— Forecasted Time Group 1D L
Detail l—
— Cornpensatory Time Emple e
— Accumulators Empl Red Mbr Q
— Ovettime Balances
- Ouertime Requests LastMame Q
- Absence Reguest
Histal First Name Q
- Absence Balances l—
— Manager Search Options ok Code a
& Job and Personal Department Q
Infarmation
® Cormpensation and Stock Supenisar 1D Q
B Learning and
Develapment Pasition Mumber Q
[# Team Learning
B Perfarmance .|
Management
[ HCm
[ ELM
[# Enterprise Learning
@ poplsson
[ My Content Emplovee
[ Content Management Name 2 Empl Red Mo Joh Code  Job D D iness Unit Department Descrintion
F Investar Portal = =
[ Internal Contrals Enfarcer Marme 0
[ Portal Administration
3 worklist =
[#1 annlicatinn Niasnnstics =l N

Step Action

6. Click the Collapse button.

7. The Payable Time Summary page offers you the capability to refine your search for
employees by including groups, employee IDs, a certain date range, or many other
criteria. You can also simply return all the employees for whom you have approval
authority.

8. Using the Employee Selection Criteria section, specify filter values to return the list
of employees for whom you want to view information.

9. You want to review the payable time for all employees that report to you.
Leave the Employee Selection Criteria blank to return a full list of employees.

Click the Get Employees button.

Get Employees

10. | Notice that the system has returned a list of your employees.

To begin viewing the payable summary, click the Name link provided for Bentley
Bentley.

Rentley Bentle

11. | Use the Payable Time Summary display-only page to view an employee's week-by-
week summary of payable time by time reporting code.

12. | Seven days of information are displayed based on the Start Date entered.
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Step Action

13. | Asthe employee's manager or supervisor, you will want to validate that the employee
selected the appropriate Time Reporting Code (TRC) and that the system generated all
time correctly.
In this example the system Time and Labor Rules generated the HOLPY - Holiday
Non-Duty Pay hours, and the employee's timesheet generated the REGS1 pay hours.
As a reminder, the following four TRC’s are the most commonly used by employees
on their timesheet:
TRC Description
REGS1 -- Shift 1-Reg Hrs Worked
AL ------- Annual Leave
SL ------- Sick Leave
CL ------- Compensatory Leave
For a complete list of TRC's and their description, click the note icon below.

14. | NOTE: Reported time that has High severity level exceptions associated with it does
not appear on this page because it is not considered payable time.
Reported time that has Low or Medium severity level exceptions associated with it
will create payable time and display on this page.

15. | Bentley's processed timesheet is reflected here which includes the regular hours
worked (REGS1) as well as the holiday (HOLPY) TRC.
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Pay:

Joh Title:

Payahl

Start Date [11/16/2007 (4
Payable Time From 11/17/2007 To 11/24/2007

Time

Reporting Description Type

Code

HOLPY

REGS1

Go

State of Tennessee — Edison Project
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Home|'Worklist|Sign oul

Welcome TL30

Mew Window | Help | Custornize Page | 5

able Time Summary
Bentley Bentley

EmpliD: ao1oez24
Empl Red Nbr: 0

e Time is summarized by TRC for seven days

Get Rows

EndDate 11/2412007

4
=
=
g
=

Tue Sat Total

11520

H

B
112

Sun  Mon
1148 1118

Ccurrent

R
]
R
5
5
B

Haoliday

Mon-Duty  Hours
Pay

Regular

7.500000 7.500000 15.000000

Hours
Warked -
Shit 1

Hours 7.500000 7 500000 7.500000 22.500000

Mext Emplayes

To:  Manacer Self Service
Time Management
Detail Page

Return to Select Emplovee

Step

Action

16.

Click the Next Employee button.

Mext Emploves

17.

After Managing Exceptions and waiting for Time Administration to run, the
payable time for Buick reflects regular hours worked (REGS1), leave without pay
(LWOP), and Holiday no-pay (HOLNP).

18.

Click the Next Employee link.

Mext Employes

19.

Cadillac's Payable Time Summary displays regular hours worked (REGS1) along
with Holiday Pay (HOLPY).

Notice: The multiple rows for various Task Profiles do not appear on the summary
page. In order to view Task Reporting information, you will need to go directly to the
Payable Time Detail page.
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Step Action

20. | If an employee had worked in excess of their regular scheduled hours, overtime TRCs

would appear in payable time.

Some examples of Overtime TRCs include:

ROT - Regular Overtime

POT - Premium Overtime

POTXS5 - Premium Overtime - Half Rate

RCOT - Regular Compensatory Overtime

PCOT - Premium Compensatory Overtime

PCOTS5 - Premium Compensatory Overtime - Half Rate

21. | If the employee is receiving cash overtime, an exact match of Regular Overtime
(ROT) hours for regular overtime and an exact match of Premium Overtime (POT)
hours for premium overtime will display in payable time.

For all occurrences of POT you will see a matching value of Premium Overtime
Half Rate (POTX5) which will be used to pay the half time rate.
For example: POT= 6 hours, POTX5 = 6 hours

22. | For employees who are only eligible to receive Regular Compensatory Overtime
(RCOT), only RCOT will appear on the Payable Time Summary, regardless of the
number of hours worked in excess of scheduled hours.

23. | If the employee is eligible to receive Premium Compensatory Overtime (PCOT),
an exact match of Regular Compensatory Overtime (RCOT) hours for regular
overtime, and an exact match of Premium Compensatory Overtime (PCOT) hours
for premium overtime will appear on the Payable Time Summary page.
In addition to the PCOT, you will see Premium Compensatory Overtime - Half
Rate (PCOT5). The value of PCOTS5 is half the PCOT value which represents the
half portion of premium comp time earned.
For example: PCOT=6 hours, PCOT5 = 3 hours

24.

You have successfully view the Payable Time Summary for your employees.

In the next lesson, we will navigate to the Payable Time Detail page.
End of Procedure.

Step 4 - View Employee Payable Time (Details)

STEP 4 allows managers and supervisors to do the following when needed:

A. View the Labor Distribution of an employee's time; such as funding source, department,
project/grant, General Ledger accounting string, etc.

B. Allows you to view the status of payable time for employees. For instance, if an employee
worked overtime and did not receive compensation on their paycheck, you could check Payable
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Time Details to see if you actually approved the time for payroll processing. All time must be
approved in order for the time to be processed by payroll.

If you do not need to view the information listed above, you can skip this step.

Procedure

In this lesson, you will view the Payable Time Detail for your employees.

My Links | Select One: ~| Gearch

Einance Procurement Logistics Welcome TL20

Home |Worklist|Sign out

Personalize Content Layout

Enterprise Menu [ = [l Edison News Alerts = WMy Reports 2] =
| Employee Self Serice Mo articles currently available =
[F Manager Self Serice [ (EErms VD M=y

¥ Enterprise Learning Wieny 2l Articles and Sections

[ Hom
E EIE_;!M My Compensation History BB X
| Enterprise Components '\%View Paycheck

B My Content eview current and prior paychecks. Eeport Mananer
[# Content Management

[ Investor Portal —

I Irternal Contrals Enfarcer 1_51:.]&] Compensation Histor .
[ Fortal Adrministration Y05F Review compensation history for base, variable, | |ULINRLLTY BEX
i d stock opti o = a
g Wiorklist _ G EXRES EE E‘ Report Time
Application Diagnostics @ Report your time and task details for a day,
[ Portal Reporting Taols week, or time period,

¥ PeopleTools Update Dependent/Beneficiary

5 Hew Reporting Tools Update personal profile of emplayee dependents

51 £ W Feeorting Tools and beneficiaries. Q% N S—
[ EPM Reporting Tools AP Request an absence

I A a

FSCM Reporting Tools Direct Deposit

€ TN Conversion A air upelEe yeur dlires: depesit e,

- Applicant Services . Q% Request Overtime

— ELM (opens new window) ¥ e equest employes overtime requests,

— FECM (apens new window,

|~ HEM (nnens new window] Benefits Summa B | =—

- eSupplier Partal = i !5.43':7]] Views Leave and Comp Balance

— Eacilitittas %Benefits Summary Y view annual, sick and cormpensatory leave
- FleetFacus Review a surmmary of current, past or future balances.

- DermoSite Home benefit enrollments.
- Workspaces —
— My Account Sign On _ - ii"!;]] Payable Time Status

- Channe by Password é&gﬁ;Denem‘lent[Benefu:lar! Info Y view details of your payable time,
L Wy Personalizations Review or update dependent and bensficiary
| v Systern Profile information.

— Iy Dictionary

Step Action

1. The T & L tab on your My Page provides shortcut links to the Time and Labor
actions available in Edison.

Click the T&L tab.
TRl

2. Click the Payable Time Detail link.
Payable Time Detail
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My Links | Select One: ~| Search

Finance

Home|worklist|Sign ou

Benefits Procurement Logistics

Welcame TL30

ET view Time a
= Manthly Time Calendar)

Mew Window | Help | Custormize Paas | & =

= Weekly Time Calendar

= Daily Time Calendar Payable Time Detail
= Timne and Labor
Launch Pad Select Employee
— Bayable Time
Surmmary
i Get Employees
Description Value
Surmmary l—
- Forecasted Time GEm &
Detail l—
— Compensatory Time EmallD e
— Accumulators Empl Red hbr Q
— Overtime Balances
— Qvertime Requests LastName &
— Absence Reguest
Histon Firgt Name Q
— Absence Balances l—
— Manager Search Options Jon Code a
— TN Service Months and Depattrnent Q
5LB
[ Jab and Personal Superisor 1D Q
Information
@ Compensation and Stack Position Mumber Q
E Learning and
Development
[® Tearm Leamning I

& Performance
Management

B Procurement

— Travel and Expense Center Emplovee

E Enterprise Learning Name MOYEE  EmplRed Nbr  Joh Code Joh Descrinti > iness Unit  Department Descrintion
HCM = |23

(& ELm blame 0

[ Fscm ]

[® Enterprise Components
[ My Content

(3 Content Management GaTo  Manamer Self Semice

[ Investor Portal hd
[ intermal controls Endarcer | =14 [

Step Action

3. Click the Collapse button.

4. The Payable Time Detail page provides the capability of refining a search. You can
search for employees by employee 1D, groups, a specific date range, or many other
criteria. You can also simply return all the employees for whom you have approval
authority but leaving the field blank and selecting the button "Get Employees".

5. Use the Employee Selection Criteria section, to specify filter values to return the list
of employees for whom you want to view information.

6. In this case, you want to review the payable time for all employees that report to you.
Leave the Employee Selection Criteria blank to return a full list of employees.

Click the Get Employees button.

Get Employees

7. Notice that the system has returned your three employees.

To begin viewing the payable detail, click the Name link provided for the employee,
in this example select Bentley Bentley.

Bentley Bentley
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Step | Action

8. The Payable Time Detail provides details of all hours that are going to be passed to
payroll once the time is approved.

9. The Payable Time Detail can be displayed for up to 31 days. You can change the
Start Date and End Date and then click the Get Rows button.

Important Note:

We suggest you view the Payable Time Detail in weekly increments equal to the
workweek for which you are reviewing. This provides you with the total hours for that
week and will appropriately display any overtime earned.

10. | Time Administration has processed and applied all Time and Labor rules.

11. | When we viewed Bentley's timesheet, in the Supervisor Views Employee Timesheet
lesson, the reported hours total was 22.5. The two days of holiday time were not
reported on the timesheet.

The Payable Time Detail page now reflects the holiday hours added by Time
Administration.
12. | The Status column lists the status of the Payable Time for each day.

Notice: in this example the time status displays "Needs Approval".

Home|worklist|Sign ou

My Links | Select One: ~| Search

Logistics

Finance Procurement Welcome TL30

Mew Window | Help | Custormize Paas | & =

Payable Time Detail
Bentley Bentley ErmpliD: 00108241

Job Title; EmplRed Moy 0

Payahle Time Detail displayed for up to thirty-one days.

Start Date 117182007 5 EndDate [11/2412007 [& Get Rows

Overview Time Reporting Elemerts | Task Reporting Elemeants Charffields ' [0

Time

Date Status Benorting Type Quantity User ID Taskaroup
Code

11maopy MEeds REGS1 Hours  7.500000 FASYTSTDEF
Approval
Meeds

11/20/2007 REGS1 Hours  7.500000 FASYTSTDEF
Approval
Needs

1172172007 REGS1 Hours  7.500000 FASYTSTDEF
Approval
Meeds

1172212007 HOLPY  Hours  7.500000 FASYTSTDEF
Approval
Meeds

1172372007 HOLPY  Hours  7.500000 FASYTSTDEF
Approval

Mext Employee

GoTo:  Manager Self Service
Time Management
Pending Exceptions
Returr to Select Erployes
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Action

Click the Time Reporting Elements tab.

The Time Reporting Elements tab adds the columns below for your review.

Click the Task Reporting Elements tab.

The Task Reporting Elements tab adds the columns below for your review.

This page is used by managers or supervisor who want to validate that the employee
selected the appropriate Project Costing Chartfield.

Project Costing Chartfield values are assigned to Task Profile ID's. Employees can
allocate their time to a project or grant by selecting the appropriate Task Profile ID on
the timesheet. When an employee's time has been allocated to a project or grant the
Project Costing Chartfield values would appear in the Project Id and Activity Id fields.

NOTE: For the majority of Agencies, this information will automatically be
populated by the system. However, agencies with employees who allocate their time
to different or several Federal or State grants will use this page to validate whether or
not the employee has correctly allocated their time.

17.

Click the scroll bar to review other information provided on this tab.

18.

The Task Reporting Elements tab adds the columns below for your review.

19.

Click the scroll bar to return to the left side of this page.

20.

Click the ChartFields tab.

21.

The ChartFields tab adds the columns below for your review.

This page is used to view the General Ledger Chartfields that have been associated to
the selected Task Profile ID that was entered on the employee's timesheet.

NOTE: this information is directly tied to the Task Profile ID and will automatically
be populated by the system.

22.

Click the Next Employee button.

Mext Employee

23.

Buick Lincoln's Payable Time Detail is returned for you to review.

24,

The Payable Time Detail can be displayed for up to 31 days. You can change the
Start Date and End Date and then click the Get Rows button.

Important Note:

We suggest you view the Payable Time Detail in weekly increments equal to the
workweek for which you are reviewing. This provides you with the total hours for that
week and will appropriately display any overtime earned.
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Action

On 11/21/2007, Buick has 7.5 hours of Leave Without Pay (LWOP).

When we viewed Buick's timesheet, in the Supervisor Views Employee Timesheet
lesson, the two days of holiday time were not reported on the timesheet.

The Payable Time Detail page now reflects the holiday hours added by Time
Administration.

Buick did not meet the State requirements to qualify for Holiday pay. Time
Administration assigned 7.5 hours of Holiday No Pay (HOLNP) for Buick on
11/22/2007 and 11/23/2007.

27.

At this point, you could select the Next Employee button to advance to your next
employee. In addition, you can also use the Return to Select Employee link to see a
list of all of your employees with payable time.

Click the Return to Select Employee link.

[Eeturn to Select Ernployes]

T
My Links | Select One: x| Search

Einance

Home|¥arklist| Sign ouf

Procurement Logistics

Welcome TL20

elect Employee -

:
Description Value
Graup ID l—O\
EmpliD  a
Ermpl Red MNbr &
Last Mame I—Q
First Mame l—O\
Job Code  a
Department I—Q
Supenvisor D I—Q
Position Number l—Q

Employees For Porsche Porsche

Name %"M Empl Red Nbr  Job Code  Job Description D il Unit D ipti Location ‘Workgroup
Bentley Bentley on102241 0 075514 3170300006 31701 Data Netwarking 018
Buick Lincaln 00122324 0 073164 3171200007 31701 Data Mining 018
Cadillac Colorado 00130416 0 075514 317030010 701 Data Center 019 |
4 v [
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Step | Action
28. | Continue reviewing the Payable Time Detail for your employees.
Click the link provided for Cadillac Colorado.
29. | The Payable Time Detail can be displayed for up to 31 days. You can change the

Start Date and End Date and then click the Get Rows button.

Important Note:

We suggest you view the Payable Time Detail in weekly increments equal to the
workweek for which you are reviewing. This provides you with the total hours for that
week and will appropriately display any overtime earned.

Horme|Worklist| Sign ou

My Links | Select One: ~| Search

Logistics

Benefits Finance Procurement welcame TL30

Mew Window | Help | Custornize Pags | 5, |

Payable Time Detall
Cadillac Colorado EmpliD: 00130416

Joh Title EmplRed Mo 0

Pavahle Time Detail displayed for up to thirty-one days.

Start Date J11/16/2007 [ EndDate |11/24i2007 [ Get Rows
Payable Time

Overview Time Reporting Elemerts | Task Reporting Elemants Charffields ' [0

Time

Date Status Reporting Type  Quantity User ID Taskaroup
Code
110192007 :;;rdofral REGS1  Hours 2200000 FASTSTO00!
1101912007 :;;“D‘ja‘ REGS1  Hours  1.600000 FASTSTO001
1101912007 :;;“D‘ja‘ REGS1  Hours 3700000 FASTSTO001
1112012007 z‘;grdoial REGS1  Hours 4500000 FASTSTO00!
1112012007 z‘;grdoial REGS1  Hours  3.000000 FASTSTO00!
1312007 %Egsz:t:gd REGS! Hours 7.500000 porsche porsche FASTETON01
1i21/2007 rs;‘zial REGS1 Houws  goona0 FRETSTOO0!
1142172007 fﬁ;ﬂim AL Hours  7.500000 FagTSTOO0! —
1172202007 rg‘% HOLPY  Hours 7500000 FasTETAON -
Step Action
30. | Click the scrollbar.
31. | Notice that 11/19 has three rows of information, but only one (7.5 hour) day was
reported on the timesheet.
The reason this has occured is because the Task Profile ID we chose is set up to be
allocated to three different buckets (i.e. grants, projects, etc.).
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Step | Action

32. | Asasupervisor, it is your responsibility to verify that the number of reported hours
equals the number of payable hours.

In this example, 7.5 hours were reported on the timesheet, and the three lines of
payable time for 11/19 add up to 7.5 hours (2.2 + 1.6 + 3.7).

33. | Note that Cadillac has three rows of information dated 11/21/2007.

34. | In this example, REGS1 hours were reported for Cadillac and approved by his
supervisor Porsche Porsche.

35. | When approved payable time is modified, a reversal (-) is created. The original,
reversal, and new entry lines all need to be approved.

Note: Not only will changes to TRCs create reversals, but also changes to Task
Profiles may also create reversals.

36. | The negative sign (-) listed above the 7.500000 in the Quantity column for this entry
reflects negative hours.

37. | A new timesheet was then submitted changing the reported hours on 11/21/2007 from
REGS1 to AL.

This caused the negative (-) entry on the Payable Time Detail.

38. | AL - Annual Leave is the new entry on 11/21/2007 that was reported and submitted
on the timesheet which replaced REGS1.

39. | When we viewed Cadillac’s timesheet, in the Supervisor Views Employee
Timesheet lesson, the reported hours total was 22.5. The two days of holiday time
were not reflected on the timesheet.

The Payable Time Detail page now reflects the holiday hours added by Time
Administration.
40. | You have successfully viewed the Payable Time Detail for your employees.

End of Procedure.

Step 5 - Approves Employee Payable Time

STEP 5 - in this step managers and supervisors approve employee's time so that it will be

processed in the next payroll cycle.

This is the last step in the approval process. After the Supervisor or Alternate Time Approver
approves the employee's Payable Time, the time is sent to payroll for processing.

NOTE: Unapproved time does NOT process through payroll.

Procedure

In this lesson you will Approve the Payable Time for your employees.
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My Links | Select One ~| Search Gal Home | Warklist|Sign out

Payroll | HR i Erocurement i Welcome TL30
Personalize Content Layout

Enterprise Menu [ = [l Edison News Alerts £ My Reports 2]

[ T Enhancerments Mo articles currently available
¥ Employee Seli-Service

o Reports To Display

#) Wanager Self Serice iew £l Articles and Sections

B Enterprise Learning

E EE"T My Compensation History BB X
[ Faom 8, view Pavcheck

[# Enterprise Components
[E My Content

[® Content Management
E Investor Portal

Review current and prior paychecks. Report anaver

| Compensation History

f]j Review compensation histary for base, variable, | LIS BEX

[ Internal Controls Enforcer W view o
B Portal Administration eimé] it erdiEms, E\ i
| ==-. Report Time

I Wiorklist ) ) Report your time and task details for a day,
E Application Diagnostics = Update Dependent/Beneficiar week, or time period,

Fartal Reporting Toals Update Dependent/Beneficiary
= FEWIETU'QD‘S a Update personal profile of emplayee dependents
[ HOM Reporting Tools etne] berEfittes: Q% Request Absence
[ ELM Reporting Tools ¥ reguest an absence

Direct Deposit

[ EFM Reporting Tools %
Al @ updks penr dires: dbpesi: ffemmeiiam.

| FSCM Reporting Tools
[E TN Conversion - E4, Request Overtime

- Applicant Services ¥ e equest employes overtime requests,
— ELM (opens new window)
— FECM (apens new window:

— HCM (opens newr window! HE" = Summay BN -'jj] Leave Balances &Service credit
— eSupplier Portal wrgé\nenefits Summary Y Leave palances/Longevity & Service credit/Sick
- EacilitiAx Review a surmmary of current, past or future Leave Bank Information
— FlestFocus benefit enrollments,
— DemoSite Home 3
|- Workspaces _ -'jj] Payable Time Status 5l
— My Account Sign On "jgj;Denendent[Beneficiar! Info Y view details of your payable time,
| Change by Password 4 Review or updste dependent and bensficiary
information.

— My Personalizations
— My System Profile
— My Dictionary

Step Action

1. The T & L tab on your My Page provides shortcut links to the Time and Labor
actions available in the Edison system.

Click the T&L tab.

2. Click the Approve Time link.
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Th
My Links | Select One: ~| Search

Benefits 3 i Finance

Home|worklist|Sign ou

Procurement Logistics Welcome TL30

= Approve Time and
Excentions
— Reparted Time

Mew Window | Help | Customize Pags | =)

=P ime :
S Exceplinns Appreve Payable Time
— Overtime Requesls H H
Brrrrrey-pe— Approve Time for Time Reporters
E SZ&"%;‘:E = Get Employees
— Manager Search Options Description Value
— TM Service Months and Group 1D Q
5LB
& Job and Personal EmpliD Q
Infarmation
@ Compensation and Stock Empl Red Nbr Q
® Learning and l—
Development LastName Q
[# Team Learning l—
B Perfarmance FirstName a
Management Joh Code Q
® Procurement
— Review Forecasted Time Departrent Q
— Travel and Expense Center
[# Enterprize Learning Supenvisor ID &
g :SL\IA Position Nurnber I—Q
[ FSCM
g Enterarise Companents
My Content 11i20/2007 54
# Content Management Start Date End Date 11/26/2007
# Irvestar Portal Mo employees were returmed for the time period specified
[# Internal Contrals Enforcer
[# Portal Administration
I warklist pa] )
[ application Diagnostics GoTo:  Manauer Self Serice
[# Portal Reporting Tools Time Management
[® PeopleTonls
[# HCM Reporting Tools
@ ELM Reparting Taols
¥ EFM Reparting Tools
[ FSCM Reporting Toals
[F TN Conversion
| Annlicant Service: =2

Step Action

3. Click the Collapse button.

4. The Approve Time for Time Reporters page offers you the capability to refine your
search for employees by including groups, employee IDs, a certain date range or many
other criteria. You can also simply return all the employees for whom you have
approval authority.

5. Using the Employee Selection Criteria section, specify filter values to return the list
of employees for whom you want to view information.

6. Edison requires weekly time approval.

Click the Calendar button to select the Start Date of the week you wish to approve.

[

7. You want to approve Payable Time for the workweek of November 18 through
November 24.

Click the 18 link.

8. Leave the Employee Selection Criteria blank and all employees that report to you
will be returned for your review.

Click the Get Employees button.

Get Employess
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Step | Action

9. Click the scroll bar to view the employee listed at the bottom of this page.

10. | Displayed for approval are the Total Payable Hours within the selected workweek.
The Total Payable Hours should account for all the employee's scheduled hours for
that workweek.

To obtain daily information regarding daily hours worked and Time Reporting Codes
selected, click on the employee's name link.

11. | To view the daily reported hours, the Time Reporting Codes (TRC) and Task
Profiles associated with the employee's time click the link provided for Bentley
Bentley.

12. | The employee's Payable Time is expanded to a daily view and the Time Reporting
Codes associated with the hours are listed.

13. | Bentley submitted 7.5 hours using the Time Reporting Code REGS1 (Regular
Hours Shift 1) on 11/19/2007.

Each day is listed for your review.

14. | The Adjust Reported Time link takes you to the employees timesheet for the date
selected. The timesheet provides you a view of the Task Profiles associated with the
employee's time.
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Approve Payable Time
Bentley Bentley ErmpliD: 00108241

Job Title: EmplRcd Nbr - 0

State of Tennessee — Edison Project
End User Training Manual — Manager Self Service - Auditorium

My Links | Select One: ~| Search

Finance

Home|worklist|Sign ou

Procurement Logistics Welcome TL30

Mew Window | Help | Customize Pags | =)

Selectthe time you wish to approve and then click the Approve button. Enter a specific Accounting Date for each row of payable
time to be published. Ifyouwish to use the current date as the publish date, you may leave the Accounting Date field blank.

Start Date |11/18/2007 End Date  11/26/2007

Approval Details Custornize | Find | Wiew All | L First [ 15 0t 5 ] Last
Overview Time Reporting Elements ' Task Reporting Elements: Chartfields | [F=H)

Time
Select Date Reporting Quantity Type Accounting Date User ID Adjust Reported Time ~ Comments
Code
(] 1192007 REGS1  7.500000 Hours Adjust Reparted Time Q
T 11202007 REGE1  7.500000 Hours bl AdlustReported Time G
T 112112007 REGS1 7500000 Hours gl AdiustReported Time G-
- 112272007 HOLPY  7.500000 Hours 5 Adjust Reparted Time O
i 11/23/2007 HOLPY 7500000 Hours Adjust Reported Time (®)
¥ gelect Al Clear All
Approve MNext Employes

Beturn to Approval Surmman

Step Action

15. | Click the Adjust Reported Time link.
[sdiust Reported Time|

16. | The employee's timesheet is now displayed. Review and verify the appropriate
reported hours, Time Reporting Codes (TRC) and Task Profiles were selected.

17. | The supervisor can correct the Reported Time time by making an adjustment on the
displayed timesheet. The preferred method is to request the employee to make the
appropriate change.

The supervisor should only make corrections when necessary, such as: when the
employee is unavailable. All corrections made by the supervisor should be
documented on the appropriate form. This form requires both the employee and
manager's signature.

If an adjustment is made, the supervisor must Submit the timesheet. The following
steps would then be required:

1. Time Administration must process the timesheet.

2. Exceptions must be managed.

3. The corrected timesheet must be Approved .

18. | If you remember from the View Employee Timesheet lesson, our example workweek
includes two holidays, Thursday 11/22 and Friday 11/23. Bentley did not report
hours on either day because he did not work.
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My Links | Select One: *| Search Gol Home|Warklist|Sign ou

Benefits

Finance

Procurement Logistics Welcome TL30

Mew Window | Help | Custornize Pags | 5, |
Timesheet
Eentley Bentley ErmpliD: 00108241
Job Title: Empl Red Mbr. 0
@ Ciick for Instructions
ViewBy: [Week =] pate [i118/2007 [ (2 Retiesn == Pravious Week Mext Wigek ==

Populate Time From: Schedule Infarmation Next Employee ==
Reported Hours: 225 Hours Scheduled Hours: 37 .5 Hours

Reported time on or after 11/04;2007 is for a future period.

From Sunday 11/18/2007 to Saturday 11/24:2007
Timesheet _Ovemdes
Sun  Mon Tue Wed hu  Fri Sat Unit of

11118 11719 11720 1121 1122 1123 1124 Total Time Reporting Code Measure Taskgroup Task ProfileID  Rule Element 1

0.0 75 75 7.5 |7 & I? & 0.0 37.5 AARA - Scheduled Hours FASYTSTDEF FASYTSTDEF &

Rule Element

75 [rs 15 | | 22.5 [REGS1 - Ghift 1-Req Hrs Wark 7 FASYTSTDEF  [FASVTSTDEF | Q|
Submit

@ Reported Time Status - click ta hide

Date Status Total Time Reporting Code ﬁ:::ed Comments  Exception

116192007 Submitted 7.5 REGE1 75062

1102002007 Submitted 7.5 REGS1 7.50 O

1102142007 Submitted 7.5 REGS1 7.60 O =5

[i] Reported Hours Surnrmary - click to view

Li]
4

Leave Balances/Langevity & Service Credits/Sick Leave Bank

Step Action
19. | We are finished reviewing the timesheet.

Click the scroll bar.
20. | Click the Return to Approval Details link.

Eeturn to Approval Details]

21. | Time Administration has applied the Holiday hours (HOLPY) to Bentley's Payable
Time because he met the State requirements for Holiday pay.
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My Links | Select One: >| Search Gol Home|Worklist|Sign ou

Finance Procurement Logistics Welcome TL30

Mew Window | Help | Custormize Paas | & =

Approve Payable Time
Eentley Bentley EmpliD: 00108241

Job Title, EmplRed Mo, 0

Select the time you wish to approve and then click the Approwe button. Enter a epecific Accounting Date for each row of payable
time to be published. Ifyouwish to use the current date as the publish date, you may |eave the Accounting Date field blank.

Start Date |11/18/2007 EndDate  11i28i2007

Approval Details Customize | Find | view Al | B8 First (04505 (] Lact
Overview Time Reporting Elemerts | Task Reporting Elements Chartfields ' 55

Time

Select Date Reporting Quantity Type Accounting Date User ID Adjust Reported Time  C
Code
r 1118912007 REGS1 7.500000 Hours Adjust Reported Time Q
r 110202007 REGS1 7.500000 Hours Eﬂ Adjust Reported Time Q
T 1152102007 REGS1  7.500000 Hours [ Adjust Reparted Time (@]
[ 1142212007 HOLPY  7.500000 Hours [ Adjust Reported Time D
r 1142312007 HOLPY  7.500000 Hours Adjust Reported Time Q
Y Select Al Clear Al

Approve MNext Employse

Return to Approval Sumrnary

Step Action

22. | Click the Time Reporting Elements tab to review more information regarding
Bentley's time.
| Time Reparting Elements ‘i

23. | The Time Reporting Elements are now displayed.

24. | Click the Task Reporting Elements tab to review more information regarding
Bentley's time.
[ Task Reparting Elements |

25. | The Task Reporting Elements are now displayed.
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My Links | Select One: >| Search Gol Home|Worklist|Sign ou

Finance Procurement Logistics welcame TL30

Mew Window | Help | Customize Pags | =)

Approve Payable Time
Eentley Bentley EmpliD: 00108241

Job Title, EmplRed Mo, 0

Select the time you wish to approve and then click the Approwe button. Enter a epecific Accounting Date for each row of payable
time to be published. Ifyouwish to use the current date as the publish date, you may |eave the Accounting Date field blank.

Start Date |11/18/2007 EndDate  11i28i2007

Approval Details
Ovarview Time Reporting Elemerts | Task Reporting Elements Charffields | [0

Time "
lime ' ! : } . oo ]
Date Status Reporting Twe  Quantity Das™®32  compo coe PCBusinessUnit  Projectly Acthtyl Sowiovl Process Publish §
Cote Hnit Datelime
1182007 Meeds Approval  REGE1  Hows  7.500000 31701 DEF3170100002 0011900 1200:00AM M
1172012007 Meeds Approval  REGS1  Hours 7500000 31701 DEF31 70100002 DUDIABN0 13 O000AM M
11721/2007 Meeds Approval  REGE1  Hows  7.500000 31701 DEF3170100002 0011900 1200:00AM M
117222007 Meeds Approval  HOLPY  Hours 7500000 31701 DEF31 70100002 DU0IABN0 13 0000AM M
117232007 MNesds Approwal  HOLPY  Hows  7.500000 31701 DEF 3170100002 01A1A N0 12A0:00AM M
¥ Selectal Clear All
Approve Mext Employee
Return to Aparoval Summary
4 L3

Step Action

26. | Click the ChartFields tab to review more information regarding Bentley's time.

ChartFields

27. | The Chartfield information is now displayed.

28. | Click the Overview tab to complete the approval process.

Cverviey

29. | After verifying the accuracy of all Time Reporting elements, the supervisor should
select the box beside each day for approval.
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My Links | Select One: >| Search Gol Home|Worklist|Sign ou

Benefits Finance Procurement Logistics Welcome TL30

Payroll

Mew Window | Help | Custormize Paas | & =

Approve Payable Time
Eentley Bentley EmpliD: 00108241

Job Title, EmplRed Mo, 0

Select the time you wish to approve and then click the Approwe button. Enter a epecific Accounting Date for each row of payable
time to be published. Ifyouwish to use the current date as the publish date, you may |eave the Accounting Date field blank.

Start Date |11/18/2007 EndDate  11i28i2007

Overview Y Time Reporting Elemertts | Task Reporting Elemerts | Chartfields

Time

Select Date Reporting Quantity Type Accounting Date User ID Adjust Reported Time  C
Code
r 1118912007 REGS1 7.500000 Hours Adjust Reported Time Q
r 110202007 REGS1 7.500000 Hours Eﬂ Adjust Reported Time Q
T 1152102007 REGS1  7.500000 Hours [ Adjust Reparted Time (@]
[ 1142212007 HOLPY  7.500000 Hours [ Adjust Reported Time D
r 1142312007 HOLPY  7.500000 Hours Adjust Reported Time Q
Y Select Al Clear Al

Approve MNext Employse

Return to Approval Sumrnary

Step Action

30. | Click the checkbox corresponding to 11/19.
]
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My Links | Select One: >| Search Gol Home|Worklist|Sign ou

Benefits Einance Procurement | Logistics Welcome TL30

Payroll

Mew Window | Help | Custormize Paas | & =

Approve Payable Time
Eentley Bentley EmpliD: 00108241

Job Title, EmplRed Mo, 0

Select the time you wish to approve and then click the Approwe button. Enter a epecific Accounting Date for each row of payable
time to be published. Ifyouwish to use the current date as the publish date, you may |eave the Accounting Date field blank.

Start Date |11/18/2007 EndDate  11i28i2007

Overview Y Time Reporting Elemertts | Task Reporting Elemerts | Chartfields

Time

Select Date Reporting Quantity Type Accounting Date User ID Adjust Reported Time  C
Code
W 1118912007 REGS1 7.500000 Hours Adjust Reported Time Q
r 110202007 REGS1 7.500000 Hours Eﬂ Adjust Reported Time Q
T 1152102007 REGS1  7.500000 Hours [ Adjust Reparted Time (@]
[ 1142212007 HOLPY  7.500000 Hours [ Adjust Reported Time D
r 1142312007 HOLPY  7.500000 Hours Adjust Reported Time Q
Y Select Al Clear Al

Approve MNext Employse

Return to Approval Sumrnary

Step Action

31. | Click the checkbox corresponding to 11/20.
[l
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My Links | Select One: >| Search Gol Home|Worklist|Sign ou

Finance Procurement Logistics Welcome TL30

Mew Window | Help | Custormize Paas | & =

Approve Payable Time
Eentley Bentley EmpliD: 00108241

Job Title, EmplRed Mo, 0

Select the time you wish to approve and then click the Approwe button. Enter a epecific Accounting Date for each row of payable
time to be published. Ifyouwish to use the current date as the publish date, you may |eave the Accounting Date field blank.

Start Date |11/18/2007 EndDate  11i28i2007

Approval Details e | Eind a8 First[Uas s M Lagt

Overview Y Time Reporting Elemertts | Task Reporting Elemerts | Chartfields

Time
Select Date Reporting Quantity Type Accounting Date User ID Adjust Reported Time  C
Code
W 1118912007 REGS1 7.500000 Hours Adjust Reported Time Q
= 110202007 REGS1 7.500000 Hours Eﬂ Adjust Reported Time Q
T 1152102007 REGS1  7.500000 Hours [ Adjust Reparted Time (@]
[ 1142212007 HOLPY  7.500000 Hours [ Adjust Reported Time D
r 1142312007 HOLPY  7.500000 Hours Adjust Reported Time Q
Y Select Al Clear Al

Approve MNext Employse

Return to Approval Sumrnary

Step Action

32. | Click the checkbox corresponding to 11/21.

33. | Click the checkbox corresponding to 11/22.
rl
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My Links | Select One: >| Search Gol Home|Worklist|Sign ou

Benefits Einance Procurement | Logistics Welcome TL30

Payroll

Mew Window | Help | Custormize Paas | & =

Approve Payable Time
Eentley Bentley EmpliD: 00108241

Job Title, EmplRed Mo, 0

Select the time you wish to approve and then click the Approwe button. Enter a epecific Accounting Date for each row of payable
time to be published. Ifyouwish to use the current date as the publish date, you may |eave the Accounting Date field blank.

Start Date |11/18/2007 EndDate  11i28i2007

Overview Y Time Reporting Elemertts | Task Reporting Elemerts | Chartfields

Time
Select Date Reporting Quantity Type Accounting Date User ID Adjust Reported Time  C
Code
W 1118912007 REGS1 7.500000 Hours Adjust Reported Time Q
= 110202007 REGS1 7.500000 Hours Eﬂ Adjust Reported Time Q
M 1152102007 REGS1  7.500000 Hours [ Adjust Reparted Time (@]
= 1142212007 HOLPY  7.500000 Hours [ Adjust Reported Time D
r 1142312007 HOLPY  7.500000 Hours Adjust Reported Time Q
Y Select Al Clear Al

Approve MNext Employse

Return to Approval Sumrnary

Step Action

34. | Click the checkbox corresponding to 11/23.
O
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My Links | Select One: >| Search Gol Home|Worklist|Sign ou

Payroll Welcome TL30

Mew Window | Help | Custormize Paas | & =

Approve Payable Time
Eentley Bentley EmpliD: 00108241

Job Title, EmplRed Mo, 0

Select the time you wish to approve and then click the Approwe button. Enter a epecific Accounting Date for each row of payable
time to be published. Ifyouwish to use the current date as the publish date, you may |eave the Accounting Date field blank.

Start Date |11/18/2007 EndDate  11i28i2007

Overview Y Time Reporting Elemertts | Task Reporting Elemerts | Chartfields

Time

Select Date Reporting Quantity Type Accounting Date User ID Adjust Reported Time  C
Code
W 1118912007 REGS1 7.500000 Hours Adjust Reported Time Q
= 110202007 REGS1 7.500000 Hours Eﬂ Adjust Reported Time Q
M 1152102007 REGS1  7.500000 Hours [ Adjust Reparted Time (@]
= 1142212007 HOLPY  7.500000 Hours [ Adjust Reported Time D
W 1142312007 HOLPY  7.500000 Hours Adjust Reported Time Q
Y Select Al Clear Al

Approve MNext Employse

Return to Approval Sumrnary

Step Action

35. | Click the Approve button.

Approve
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My Links | Select One: ~| Search

Finance

Home|worklist|Sign ou

Procurement Logistics

Welcame TL30

New Window | Help | 15,

Are you sure youwant to approve the time selected? (13504,2500)

Once the page is saved, the time cannaot be "Unapproved"
Press OK to Approve or press Cancel to not save the approval.
OK Cancel

Step Action

36. | Time in the Edison system cannot be *"Unapproved".

Corrections to the time would be made by submitting a corrected timesheet for the
employee. The corrected timesheet would create reversals and require approval from
the supervisor.

Click the OK button.
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My Links | Select One: ~| Search

Home|Worklist|Sign out

Einance Procurement Logistics welcame TL20

Mew Wiindow | Help | Custornize Pag Saved
Save Confirmation
V The Save was successiul

4 L3

Step Action
37. | Click the OK button.
Ok

38. | You are returned to the same Approve Payable Time page for Bentley.

Notice that the time is no longer available for approval. In order to see the Payable
Time, you would need to navigate to either the Payable Time Summary or the
Payable Time Detail.
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My Links | Select One: ~| Search

Logistics

Home|worklist|Sign ou

Procurement

Benefits Finance Welcame TL20

Mew Window | Help | Customize Pags | =)

Approve Payable Time
Bentley Bentley ErmpliD: 00108241

Job Title: EmplRcd Nbr - 0

Selectthe time you wish to approve and then click the Approve button. Enter a specific Accounting Date for each row of payable
time to be published. Ifyouwish to use the current date as the publish date, you may leave the Accounting Date field blank.

Start Date |11/18/2007 End Date  11/26/2007

Approval Details Customize | Find | View All | i First (4 1 o7 1 7] Last

{ Overview | Time Reporting Elements | Task Reporting Elements ', [F=5)
Time

Select Date Reporting Quantity Type Accounting Date User ID Adjust Reported Time  C
Code

- 0.000000 Adjust Reported Time Q
¥ selectal Clearal
Approve MNext Employes

Beturn to Approval Surmman

Step Action

39. | We are now ready to approve payable time for our next employee.

Click the Next Employee button.

MNext Employee

40. | The Approve Payable Time page for our next employee, Buick Lincoln, is
displayed.

41. | The employee's Payable Time is expanded to a daily view and the TRCs associated
with the hours are listed.

42. | On 11/21/2007, Buick reported 7.5 hours of Leave Without Pay (LWOP).

43. | Buick did not meet the State requirements to qualify for Holiday pay, so Time
Administration assigned 7.5 hours of Holiday No Pay (HOLNP) for Buick on
11/22/2007 and 11/23/2007.

44. | The Adjust Reported Time link takes you to the timesheet where the Task Profiles
associated with the employee's time are displayed.

45. | Click the checkbox corresponding to 11/19.
Ol
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My Links | Select One: >| Search Gol Home|Worklist|Sign ou

Benefits Finance Procurement

Payroll Logistics welcome TL30

Mew Window | Help | Customize Pags | =)

Approve Payable Time
Buick Lincaoln ErnpliD: 00122324

Job Title: EmplRed Moy 0

Selectthe time you wish to approve and then click the Approve button. Enter a specific Accounting Date for each row of payable
time to be published. Ifyouwish to use the current date as the publish date, you may leave the Accounting Date field blank.

Start Date |11/18/2007 End Date  11/26/2007

Approval Details

Overview 'y Time Reporting Elements ) Task Reporting Elements ) Chartfields

Time
Select Date Reporting Quantity Type Accounting Date User ID Adjust Reported Time ~ Comments
Code
~ 11192007 REGS1  7.500000 Hours Adjust Reported Time Q
r 11202007 REGS1  7.500000 Hours [ Adjust Reported Time Q
T 112172007 LWOF 7500000 Hours ] AdiustReported Time G-
r 11/22/2007 HOLNP - 7.500000 Hours Adjust Reported Time @
r 11/23/2007 HOLNP  7.500000 Hours Adjust Reported Time Q
¥ gelect Al Clear All

Approve Previous Employee Mext Employee

Beturn to Approval Surmman

Step Action

46. | Click the checkbox corresponding to 11/20.
U
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My Links | Select One: >| Search Gol Home|Worklist|Sign ou

Finance Procurement Logistics welcame TL30

Mew Window | Help | Customize Pags | =)

Approve Payable Time
Buick Lincaoln ErnpliD: 00122324

Job Title: EmplRed Moy 0

Selectthe time you wish to approve and then click the Approve button. Enter a specific Accounting Date for each row of payable
time to be published. Ifyouwish to use the current date as the publish date, you may leave the Accounting Date field blank.

Start Date |11/18/2007 End Date  11/26/2007

Approval Details C e | Fin Wl | L First [ 1-5cf 5 [xl Last
Overview Time Reporting Elements ' Task Reporting Elements: Chartfields | [F=H)

Time

Select Date Reporting Quantity Type Accounting Date User ID Adjust Reported Time ~ Comments
Code
~ 11192007 REGS1  7.500000 Hours Adjust Reported Time Q
~ 11202007 REGS1  7.500000 Hours [ Adjust Reported Time Q
T 112172007 LWOF 7500000 Hours ] AdiustReported Time G-
r 11/22/2007 HOLNP - 7.500000 Hours Adjust Reported Time @
r 11/23/2007 HOLNP  7.500000 Hours Adjust Reported Time Q
¥ gelect Al Clear All

Approve Previous Employee Mext Employee

Beturn to Approval Surmman

Step Action

47. | Click the checkbox corresponding to 11/21.

O

48. | Click the checkbox corresponding to 11/22.
O

49. | Click the checkbox corresponding to 11/23.
]
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Payroll Welcome TL30

Mew Window | Help | Customize Pags | =)

Approve Payable Time
Buick Lincaoln ErnpliD: 00122324

Job Title: EmplRed Moy 0

Selectthe time you wish to approve and then click the Approve button. Enter a specific Accounting Date for each row of payable
time to be published. Ifyouwish to use the current date as the publish date, you may leave the Accounting Date field blank.

Start Date |11/18/2007 End Date  11/26/2007

Overview 'y Time Reporting Elements ) Task Reporting Elements ) Chartfields

Time
Select Date Reporting Quantity Type Accounting Date User ID Adjust Reported Time ~ Comments
Code
~ 11192007 REGS1  7.500000 Hours Adjust Reported Time Q
~ 11202007 REGS1  7.500000 Hours [ Adjust Reported Time Q
IV 112102007 LWOF 7500000 Hours ] AdiustReported Time G-
W 11/22/2007 HOLNP - 7.500000 Hours Adjust Reported Time @
2 11/23/2007 HOLNP  7.500000 Hours Adjust Reported Time Q
¥ gelect Al Clear All

Approve Previous Employee Mext Employee

Beturn to Approval Surmman

Step Action

50. | Click the Approve button.
Approwve
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My Links | Select One: ~| Search

Finance

Home|worklist|Sign ou

Procurement Logistics

Welcame TL30

New Window | Help | 15,

Are you sure youwant to approve the time selected? (13504,2500)

Once the page is saved, the time cannaot be "Unapproved"
Press OK to Approve or press Cancel to not save the approval.
OK Cancel

Step Action

51. | Time in the Edison system cannot be *"Unapproved".

Corrections to the time would be made by submitting a corrected timesheet for the
employee. The corrected timesheet would create reversals and require approval from
the supervisor.

Click the OK button.
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Th
My Links | Select One: ~| Search

Home|Worklist|Sign out
Einance Procurement Logistics welcame TL20
Mew Wiindow | Help | Custornize Pag Saved

Save Confirmation

V The Save was successiul
4 L3

Step Action
52. | Click the OK button.
Ok

53. | You are returned to the same Approve Payable Time page for Bentley.

Notice that the time is no longer available for approval. In order to see the Payable
Time, you would need to navigate to either the Payable Time Summary or the
Payable Time Detail.

54. | Buttons are provided to allow you to navigate to your Next Employee or Previous
Employee.

You can use these buttons or the Return to Approval Summary link to view your
next Approve Payable Time page.
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Home|Worklist|Sign ou

My Links | Select One: ~| Search

Logistics welcome TL30

Procurement

Finance

Mew Window | Help | Customize Pags | =)

Approve Payable Time
Buick Lincaoln ErnpliD: 00122324

Job Title: EmplRed Moy 0

Selectthe time you wish to approve and then click the Approve button. Enter a specific Accounting Date for each row of payable
time to be published. Ifyouwish to use the current date as the publish date, you may leave the Accounting Date field blank.

Start Date |11/18/2007 End Date  11/26/2007
Customnize | Find First [ 1ot 1 D Last

Approval Details

{ Overview | Time Reporting Elements | Task Reporting Elements ', [F=5)

Time
Select Date Reporting Quantity Type Accounting Date User ID Adjust Reported Time  C
Code
- 0.000000 Adjust Reported Time Q
¥ gelect Al Clear Al

Approve Previous Employee Mext Employee

Beturn to Approval Surmman

Step Action

55. | Click the Return to Approval Summary link.

|Return to Approval Summar\r|

56. | The original selection page is how displayed.
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My Links | Select One: ~| Search

Finance

Home|worklist|Sign ou

Procurement Logistics Welcome TL30

Mew Window | Help | Custormize Paas | & =

Approve Payable Time
Approve Time for Time Reporters

= GetEmployees
Description Value

Group 1D I—Q
EmpliD &
Ermpl Red Nbr [ &
LastMame l—Q
First Mame I—O\
Job Code &
Department I—Q
Supervisor 1D l—Q
Position Number I—O\

Start Date [11/18/2007 [5 EndDate  11/262007

Selectan employee and click on the approve button below to approve the employes's time for the tirme

period. Click onthe emplovee's name to view andiar approve the employee's ime. You may expand

the date range by changing the start and end dates or by leaving them blank. Leave both date flelds —|
blank to return all employees with payable time that needs approval

Employees For Porsche Porsche

Select Name %ﬂm& Red  Job Joh Description Payable Department Workaroup Taskuroup % Locati
= HNbr Hours =
r Cadillac Calorada 00130416 0075514 37.500000 21703200010 3701 01 =
4« | [

Step Action

57. Click the scroll bar.

58. | For our selected date range we now only have one employee pending approval. We
have approved time for everyone except Cadillac Colorado.

59. | Click on the Name link displayed for Cadillac Colorado.

Cadillac Colorada

60. | Notice that 11/19 has three rows of information, but only one (7.5 hour) day was
reported on the timesheet.

The reason this has occured is because the Task Profile ID we chose is set up to be
allocated to three different buckets (i.e. grants, projects, etc.).

To view the Task Profiles associated with the employee's time, click the Adjust
Reported Time link.

61. | On 11/20, the employee worked on two different Task Profiles which caused two
lines to appear in payable time.

To view the Task Profiles associated with the employee's time, click the Adjust
Reported Time link.
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Step

Action

62.

When approved payable time is modified, a reversal (-) is created. The original,
reversal, and new entry lines all need to be approved.

Note: Not only will changes to TRCs create reversals, but also changes to Task
Profiles may also create reversals.

63.

Click the checkbox corresponding to 11/19.

64.

Click the checkbox corresponding to 11/19.

Approve Payable Time
Cadillac Colorado EmpliD: 00130416

Job Title EmplRed Nbr: - 0

My Links | Select One: x| Search

Einance

Home|¥arklist| Sign ouf

Benefits

Procurement Logistics Welcome TL30

Mew Window | Help | Custormize Page | 5, =

Selectthe time you wish to approve and then click the Approve buttan. Enter a specific Accounting Date for each row of payable
time to be published. Ifyouwish to use the current date as the publish date, you may leave the Accounting Date field blank.

Start Date |11/16/2007 End Date  11/26/2007

Approval Details Customize | Find | View 1| 8 First [01.9cra [ Last
Overview Time Repoting Elements ' Task Reporting Elements Chartfields ) [F=5)

Select Date Fm rting Quantity Type Accounting Date User ID Adjust Reported Time Comments
Code

¥ 11192007 REGS1 2200000 Hours [ = Adjust Reported Tme ()
¥ 117192007 REGS1 1600000 Hours | adiust Reported Time (2
[T 11192007 REGE1 3700000 Hours | fdust Reported Time G2
[T 11202007 REGS1 4500000 Hours | Adiust Reported Time (2
[C 11202007 REGS1 3000000 Hours [ = Adjust Reported Tme ()
[T 112172007 REGS1 -7 500000 Hours [ = Adjust Reported Time ()
112172007 AL 7.500000 Hours | fdust Reported Time G2
[T 11222007 HOLPY 7500000 Hours [ = Adjust Reported Time ()
™ 11232007 HOLPY 7500000 Hours [ = Adjust Reported Tme ()

¥ Selectal ClearAll

Apprave Next Employes

Time

Step

Action

65.

Click the checkbox corresponding to 11/19.

I
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My Links | Select One: >| Search Gol Home|Worklist|Sign ou

Benefits

Payroll Finance Procurement Logistics

Welcame TL30

Mew Window | Help | Custormize Paas | & =

Approve Payable Time
Cadillac Coloradao EmplID: 00130416

Job Title: EmplRcd Nbr - 0

Selectthe time you wish to approve and then click the Approve button. Enter a specific Accounting Date for each row of payable
time to be published. Ifyouwish to use the current date as the publish date, you may leave the Accounting Date field blank.

Start Date |11/18/2007 End Date  11/26/2007

Approval Details
Overview Y Time Reparting Elements | Task Reporting Elements | Chartfields

Select Date ITIIELEE rting Quantity Type Accounting Date User ID Adjust Reported Time Comments
Code
¥ 1141972007 REGS1 2200000 Hours & AdiustReported Time 2
¥ 11192007 REGE1 1600000 Hours [ fdust Reported Tme (2
W 11492007 REGS1 3700000 Hours [ Adiust Reported Time 0
™ 11/20/2007 REGS1 4500000 Hours [ adiust Reported Time G
™ 11202007 REGS1  3.000000 Hours & Adjust Reported Time (.
™ 11212007 REGS1 -7.500000 Hours [ adiust Reported Time G
T 102172007 AL 7500000 Hours [ Adiust Reported Time 0
™ 11222007 HOLPY 7500000 Hours [ adiust Reported Time G
™ 11/23/2007 HOLPY  7.500000 Hours & Adjust Reported Time (.
¥ Selectal Clear All )

Approve Mext Emploves

Step Action

66. | Click the checkbox corresponding to 11/20.
d

67. | Click the checkbox corresponding to 11/20.
Cl
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My Links | Select Qi >| Search Gol Home|Worklist|Sign ou

Payroll Welcome TL30

Mew Window | Help | Custormize Paas | & =

Approve Payable Time
Cadillac Coloradao EmplID: 00130416

Job Title: EmplRcd Nbr - 0

Selectthe time you wish to approve and then click the Approve button. Enter a specific Accounting Date for each row of payable
time to be published. Ifyouwish to use the current date as the publish date, you may leave the Accounting Date field blank.

Start Date |11/18/2007 End Date  11/26/2007

Overview 'y Time Reporting Elements ) Task Reporting Elements ) Chartfields

Select Date ITIIELEE rting Quantity Type Accounting Date User ID Adjust Reported Time Comments
Code
¥ 1141972007 REGS1 2200000 Hours & AdiustReported Time 2
¥ 11192007 REGE1 1600000 Hours [ fdust Reported Tme (2
W 11492007 REGS1 3700000 Hours [ Adiust Reported Time 0
¥ 112012007 REGS1 4500000 Hours [ adiust Reported Time G
11/20/2007 REGS1  3.000000 Hours & Adjust Reported Time (.
™ 11212007 REGS1 -7.500000 Hours [ adiust Reported Time G
T 102172007 AL 7500000 Hours [ Adiust Reported Time 0
™ 11222007 HOLPY 7500000 Hours [ adiust Reported Time G
™ 11/23/2007 HOLPY  7.500000 Hours & Adjust Reported Time (.
¥ Selectal Clear All )

Approve Mext Emploves

Step Action

68. | Click the checkbox corresponding to 11/21.
Cl
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My Links | Select One: ~| Search

Finance

Home|worklist|Sign ou

Procurement

Logistics welcome TL30

Mew Window | Help | Custormize Paas | & =

Approve Payable Time
Cadillac Coloradao EmplID: 00130416

Job Title: EmplRcd Nbr - 0

Selectthe time you wish to approve and then click the Approve button. Enter a specific Accounting Date for each row of payable

time to be published. Ifyouwish to use the current date as the publish date, you may leave the Accounting Date field blank.

Start Date [11118/2007 | EndDate  11/26/2007
Approval Details Customize | Find | view A1 | B First [{1.90r9 [V Last
Overview | Time Reperting Elements ) Task Reperting Elements Y Chartfields ! [F=0)
Time
Select Date Reporting Quantity Type Accounting Date User ID Adjust Reported Time Comments
Code
¥ 1141972007 REGS1 2200000 Hours & AdiustReported Time 2
¥ 11192007 REGE1 1600000 Hours [ fdust Reported Tme (2
W 11492007 REGS1 3700000 Hours [ Adiust Reported Time 0
¥ 112012007 REGS1 4500000 Hours [ adiust Reported Time G
11/20/2007 REGS1  3.000000 Hours & Adjust Reported Time (.
¥ 11/21/2007 REGS1 -7.500000 Hours [ adiust Reported Time G
T 102172007 AL 7500000 Hours [ Adiust Reported Time 0
™ 11222007 HOLPY 7500000 Hours [ adiust Reported Time G
™ 11/23/2007 HOLPY  7.500000 Hours & Adjust Reported Time (.
¥ Selectal Clear All )

Approve Mext Emploves

Step Action

69. | Click the checkbox corresponding to 11/21.

O

70. | Click the checkbox corresponding to 11/22.

71. | Click the checkbox corresponding to 11/23.

[

72. | Click the Approve button.

73. | Time in the Edison system cannot be ""Unapproved™.

Corrections to the time would be made by submitting a corrected timesheet for the
employee. The corrected timesheet would create reversals and require approval from
the supervisor.

Click the OK button.
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Home|Worklist| Sian ouf
Einance Procurement Logistics Welcome TL30
Mew Window | Help | Customize Pags | =)
Save Confirmation
V The Save was successful
Step Action
74. | Click the OK button.
oK
75. | In addition to the weekly Payable Time Approval we have demonstrated in this
lesson, supervisors must return to the Payable Time Approval page at the end of each
pay period prior to the Time and Labor cut-off date. At this time, the supervisor would
select a date range to view additional payable time needing approval for the current
pay period and one prior pay period. This action ensures that no payable time that has
processed is still pending approval.
You have successfully Approved Payable Time for Buick Lincoln, Bentley Bentley,
and Cadillac Colorado.
End of Procedure.
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Step 1 Exceptions
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Edison Approval Process



Jedison)

Access Training Information Online

Project Edison - A Bright Idea For State Government
http://intranet.state.tn.us/erp

Training Project Edison
(Basic Navigation, Training Courses, UPK, Training Locations and more)
http://intranet.state.tn.us/erp/training.html

Course Evaluation
http://intranet.state.tn.us/erp/training.htmi



http://intranet.state.tn.us/erp
http://intranet.state.tn.us/erp/training.html
http://intranet.state.tn.us/erp/training.html

Jedison]

Edison Help

Edison Help Desk is available for all questions

Limited hours until full system go-live
« 8:00am-4:30 pm CST

EDISON HELP DESK:
o 741-HELP (615-741-4357) or 866-376-0104
» Edison.hd@state.tn.us

CENTRAL PAYROLL CALL CENTER:
e 615-741-PAID or 877-944-3873

BENEFITS SERVICE CENTER:
e 615-741-3590 or 800-253-9981


mailto:Edison.hd@state.tn.us
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